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has employed only open-source material
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Defense Technical Information Center., Request
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-~ Reproduction rights do not extend to
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-~ All reproduced copies must contain the
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does not extend to copyrighted information or
material, The following statement must
ac-ompany the modified document: '"Adapted
from Air Command and Staff Research Report

‘number) antitlad (title) by

kuthyr) L " -

aeax 2L 3. 88

2 et s al

-~ this notice must be included with any
re, roducec or aZapted portions of this
Jocument,




R DN T\

0 £\0 2at, Sad b

REPORT NUMEBEKE 86-0180

L]0 PROTOCOL HANDBSOK - A GUIDE FOX THT BASE PROTOCOL OFFICER
TITLE

AUTHOR{S) MAIOR J0 A. BALL, USAF

FACULTY ADVIS{OR MAJIOR TRACEY GAUCH, ACSC/LEDP

SPON (3R LIEUTENANT COLONEL. GILBERT L. MARTIN, HQ USAF/DAH

AW

Subrnitted to the facuity in partial fuifiliment of
requiru”e,.bs for graduaticr.

I+ 8 A 1Y YT Iniah i AN X SUENE T YA
AIR COMMAND AND 374FF COLLEGE
AIR UNIVERSITY

;A \Y YA S A YTRE™S LT L AN B
MAZWRLL A% G T N 6112

o TR



UNCLASSI[-‘I;ED )
St Eumvv CLASSIFICATION OF THIS PAGE

P T e Pt R S T R

dR Y IR UGN OGN TOUR LT TR UV VYA ANTTVTRAT R A OGN FOTRA T s minssssimm iy meim s mmees /0

REPORT DOCUMENTATION PAGE

e REPORY SELCUAITY CLASSIFICATION 15 RESTRICTIVE MARKINGS
UNCLASSIFLED .

B2 SECURITY CLASSIFICATION AUTHOAITY 3 DISTRIDUTION/AVAILABILITY OF REPORT

! STATEMENT "A®
roved .For public rolontas
istribution is untimited,

2b DLCLASSIFICATION/DOWNGRADING SCHEDULE

4 PEREOAMING ORGANIZATION REPOHRYT MUMBER(S) 5. MONITORING ORGANIZATION REPORT NUMBE P\ 5)

86-0189

68 NAME OF PEARFORMING ORGANIZATION Sbh. OF FICE SYMBOL 7a. NAME OF MONITORING ORGANIZATION
(1f appliceble)

ACSC/EDCC

9,

6c. ADODRESS (City Ntele and 2 Code)

7o, ADORESS ({ity, State and 211 Code)

MAXWELL AIB AL 36112-5542

i & NAME Of FUNDING/SPONSORING Bb, OFFICE SYMEOL 9. PROCUREMEN
. § V . T INSTRUMENT IDENTIFICATION
. ORGANIZATION (1 opplicoble) ¢ ON NUMBER

b K

: 8c ADDRESS (City, State and ZIP Code)

10. SOURCE OF FUNDING NOS,

1€1.0 GROUP SUB. GR

PROGRAM PROJECT TASK WORK UNIT ]
ELEMENT NO, NO. NO NO.
1" TITLE .llncludc Security Classtfication)
PROTOCOL HANDBOOK - A GUIDE FOR THE BASE ,
j 12. PERSONAL AUTHOR(S)
' _Jo A., Majo-, USAT E
jl 13e. TYPE OF REPORT 13b. TIME COVERED i4. OATE OF REPORY (Yr, Mo.. Day) 156. PAGE COUNTY
FROM TO .
——— 198 > 131
186 SUPPLEMENTARY NOTATION . ARRLL
Item 11: PROTOCOL OFFICER
—_— COSAT)I COOES 10 SUBJECT YEAMS (Continue on reveree (f necomsary and Iden tify by block number)

B 9. ABSTHACLT (Continue on reverse if necewary and wentily by block number)

) This handbook is designed with the base protocol officer in mind; however, it covers a
wide spectrum of protocol that can be helpful to any Alr Torce officer. The focus is
on the most common areas that challenge the novice protocol officer. The handbook
describes flag etlquette, ceremonles, social cccasions, distinguished visitors
protocol, alde-de-camp responsibilities, contingency funds, and a collection ¢l odds
and ends tips a protocol oificer can use ia his/her daily duties.

Ny

. _'-,_!‘5, 20 DISTIIBUTIONZAVAILABILITY OF ABSTRAACT 21. ARSTHRACT SECURITY CLASSIFICATION
&y N 7 .
::":«“ UNCLASSIFIED/UNLIMITED U] same as et [ p1ic usens O '
K ~ : — — UNCLASSITFIED
%.& o NAME OF RESFONSIBLE INDIVIDUAL 226 TELEPHONE NUMBER 22c OFFICE SYMBOL
”'-‘b)"d tInclude Arva Code)
\\” EDC ¢ ] b 112-55 {
A ACSCLENCC Mool AR 8L el 000, 200:2483
v P 83 APR EO'TION OF 1 JAN 73 1S OBSOLETE
L _‘ . > s : _UNCLASSITTED
NiSA

-,

o e T T P TIPS I N T W VL W SO AP N e IR R VRN S YA SR U NG Y

Lo d



o ba s’ (k1L 2’0 a7 a\a 00 1 & 10 ot Al e A Ul a\EaT A M Riaf Y ¥V AR AN A LRI T AEUN ASa ol A AR g g A Tattald 6ot st e itolal B

PREFACE

T b
= 7 e
s LS

-

" «,
h »
e

x

T
"

ROy Fop

L
.

Ty
RAE

-
SO

Y Y
x5
rl‘l

Ry

¥z

of=e

XX
o v
‘r AN 'v A

3

T

1, 34
[Ae!

l,' X
l-

This handbook was prepared for the officer who is just introduced to a
job in protocol. The purpose of this guide is twotold: first, to provide
an initial reference handbook for base protocol officers, and second, to
recommend a library upon which to gather detailed instructions for every
protocol occasion.

The idea for a handbook is nothing new. Several students at Alrx
Command and Staff Callege have prepared projects with a protocol handbook in
mind, Unfortunately, the reports do nov always make it to the right place
for Air Force publication and distribution. I was fortunate to meet
Lieutenant Colonel Lee Martin HQ USAF/DAH who stated the AF/DA was
interested in publishing a protocol guide for the many 70XX officers who
found themselves in this special duty assignment for the first time without
a clue what 1t involved. Captain Norman L. Watson who works in the same
office with Colonel Martin had drafted a proposed protocol handhook in 1983
when he was stationed at Keesler AFB, Mississippi. Captain Watson had
surveyed 70XX officers worldwide to get thelr opinions of a protocol
handbook. He spent a lot of time and effort researching various regulations
and books to build a thorough guide. The ©project was excellent;
unfortunately, it was never finalized and published, With Captain Watson's
permission and Colonel Martin's sponsorship, I set out to rejuvenate the
project. I started with the proposed draft which includes specific detail
from numerous Air force regulations; muny sections are used almost verbatim
with changes only for brevity and clarity. Next I researched and extracted
some good solid advice from numerous ACSC students who definitely knew their
protocol. An invaluable coutributer is Major Joyce K. Stouffer who last
year wrote an eycellent protocol handbook. T took bits and pleces from
these projects and combined them with my own "lessons learned" from three
vears in protocel. Many ideas were blended. I am indebted to all the ACSC
students who felt the subject of protocol needed to be studied and guidance

pro-ided, and to Captain Watson whose hard work in the draft is finally
coming to fruition.

To help me through this task T was fortunate to have the expertise and
support of Major Tracey Gauch. As wmy advisor, Majoxr Gauch deserves a
special word of thanks, Her expertise and positive attitude enabled me to
follow through and accomplish my goal. Also, I couldn't have done anything

without Jackie Partridge - 2 super gal who dces spectacular typing.
Finally, some words to all those who may question the priority of protocol
in today's military -~ as long as there is order amnd discipline 1in the

services, there will be protocol.
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Chapter One

INTRODUCT LUN

"Make one mistake and you're through!"
Anonymons General

Are vou thinking about becoming & protocol ofticer or have you just
been natifiad that vou have a speciel donty assignment as a base protersel
of ficor? It the answer s ves to elcther or both of these questions, don't
panic. 1t is not uniikely that vou as a 70XX, executive support officer or
administrative officer, may find yourself in this position sometime durlng
your Alr Torce career. ‘the reason being the adminiscratlive officer (s often
chocen to 111 this poslvion., So, If you do {ind yoursell beiung placed (u
this assignment or 1f you are consldering following a protocol calling, step
right up, because the job really is exciting and challenging, T can speak
from experience, as I have been a protocol officer at base and maior command
levels, and assisted in protocol gduties in the Department of
Defense--Pentagon arena.

1 did act know what the provocol job entailed when 1 veluntcered for
the position. Oh, T had dubbled in protocol when as a second licutemant, 1
was selected ro arrange an avard ceremony. Luckily, somecue helped me
through the steps to organize and "awuddle through'" this basic cercmony. 1t
realiy was nocv uantil I reported to my duty assigument and assumed the title
of Protaocol Ofticer ¢hat | reslized there is a lot wore to protocol than
Just setting up an award ceremeuy. There is more to being prepared for a
protocol Jebh,

There is no tormal trafaicg to prepare one {ov protocel, You hove to
depond on a corhination ot uniny comon sense, researchiog vaivious protocol
and ciiquette literature, relving en Avr Force Pamphlet (AFT) 900-1, Guide

Lo Adr Perce Trotocol, and being thrown into the frying pan learning from

exy -vaience., I would like to provide an additional soutrce ¢f information to

GEO3AIe G Qewlvy a

Franed erofocoe’ oitficer for many 2f the occasions that a

hiEe protocel oificer races - a4 simple, easy to understand guide to base
protocol.,

frealize theve ave all tvpes af wvritren scurces pPrococel officer an

a
tor tae daties. 1 vill encoursse vou o coek ont oand

learn as tuce as possihie secause prozocol can be very compiicaced, What 1
am concerned Wittt s previding vou seme geneval puideliues to cot cou

started in the right divection without ralling inte any pitralls. Then ']
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i back up these rules with specific referens: ., where vou ecan get ii-cepth,
GA quantitative information.

b This guide is divided inte =pecific chapters covering i <us of provocol
. you will have to know. You will be the one person Ilcored o for the
- "expert" answers., I cover what I coreider the wspect:rum of protocol
5: functions from routine to thighly spciilic——-i.e. Jlag arvangement to
-2 commander's contingency fund. This g¢uide is by n»3 ~ean: o cornlete
$ encyciopedia. T have included iaformition T think will ve “elxul., To top
) it off, at the end, 1 added what I think is a helpful protocoel re.ecrence
R library which includes AFF 900-1, multiple protocol books, and numerous Ai:
bﬁ Force regulations to "round out" your sourcus. Then why this guide? Do we
by need a simple accessible gulde for the base protocol officer? 1 say ves,
A based not only on my personal experience, but also on the fact the Alr Force
< Director of Administration (AT/DA) validated that need. In his meetings i
g with 70XX officers worldwide, hLe recognized the request for specific

guldance for Base Protocol Officers. There is no shortage of protocol
reference material; the problem is funneling and digesting all the data into
X a useful, practical form, What is lacking is an easy-to-use guide nrepared
,; with the base protocol cfficer inm mind. Therefore, AF/DA wor~rcl Luch a
:S guide. I'm honored to have prepared tlis puide, incorporar. ia my i< ¢ with
> the age-old tested rules of protocol.

71 I wanted to prepare this guide to help you because, Like I said, T have
2 been there. I learned the hard way, and if I can save :ou one black cve
*d this book will be well worth it. One thing you will quickly learn in
:ﬁ protocol, like it or not, people remember mistakes. You can d¢ everything
i right and that's fine, but make one mistake and that memory remains,

Another very important rule to remember, is proper protocol cannot ensure
success, but improper protocol can well be the occasion for failure,

Now, don't get discouraged, because as 1 said in the beginning,
protocol is exciting. This job will bé one of your most challenging and
)] maybe the most glamorous you will have in the Air Force. It 1s not for the
shy or weak, but rather, it's for the strong at heart; it really brings out
the best in you., So I sey = try a protocol position, fine-tune your spit
and polish, gain the confidence of your commander, and put yourself on the
firing line, 1It's a challenge for any Alr Force officer. Protocol can be
easily understood and properly performed with some basic understanding and
know-how, So what is protocol?

(5 O Su BN

'Protocol’' comes from a word the Greeks wused to identify
documents, But it now represents, in the complexity and change of
the twentieth century, a body of social discipline without which
the encounter of princes and presidents would have 1little

if relevance. TFor protocol brings to the meeting of world leaders a
R - .
@ mixture of good manners and common sense which make effective
el comnunication possible.
i) Angier Biddle Duke
‘b Former Chief of Protocol of the United States
. M
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The key 1is in the rinal words--'"good manners and common sense.'" Therefore,
to put it finto basic terms for a base protocol officer--protocol is using
your head and practicing proper etiquette you learned growing up with your
family, and from practical experience and available protocol literature, to
show the proper respect and vecognition in a particular situation or
caremonv. It's knowing and doing the right thing, at the right time, and in
the right place in regard to rank, precedence, and recognition. There ave
specific rules of conduct and principle established over centuries of
tradition that are followed to show courtesy and the order of mankind. As
long as we are a civilized society, there will be rank and precedence as
well as their recognition in a ceremony or special occasion. These
established rules form the meaning of protocol.

Now that you understand what protocol is, where did it begin? To give
you a foundation and, hopefully, make you feel more at ease with protocol, a
historical perspective is most appropriate. Protocol has been part of numan
life for thousands of years. The sculptured reliefs on the ruined walls of

e Persepolis, for example, show the order of procession imposed on the tribute
S bearers at the court of Cyrus the Great 2,500 years ago. Protocol has also
!ﬁf been a traditional mark of scphistication. President George Washington, who
;;: was his own Chief of Protocol, believed official formality and dignified
tiﬁ etiquette were needed to gain respect for our new government and to enhance
e its authority. When asked what she considered to te the most important
'if subject in the education of a king or queen, the late Dowanger Queen Mary
' t replied, "Manners." We know good manners are said to be the oil that )
o, greases the wheels of society, but far from being artificial, they are the *
l§< natural attributes of a civilized person. John Quincy Adams was certainly
4 in line with the authorities of protocol when he sald common sense and
. consideration should be the basis of protocol.
=
hﬁ: A lack of proper customs and courtesies has, in fact, had its effect on
Al society. Back in 1661, for instance, France and Spain came dangerously
: close to war over a matter of ambassadorial precedence. It occurred in
4o London when after meeting the Swedish Ambassador, the French ambassador, in
) his coach, tried to fall in behind the departing English royal coach.
%ﬁ} Because of precedence, sword combat soon ensued with the party accompanying
ot the Spanish coach. The incident resulted in the ouster of the Spanish
“i% Ambassador and an ultimete redress from Spain,

Your understanding of protocol will be focused on daily activities of
the commander - the recognition and proper respect shown to rank and
position through proper etiquette. As you can see, protocol does have its
place. In the Air Force, we see 1t in ceremonies, the hosting of

:{} distinguished visitors, parades, saluting, et al. And it is just such items
AN that will be discussed in this handbook. In most cases, the base protocoi
i;; officers must be concerned with ceremonies, and special occasions involving
jfﬁ base leaders and visiting dignitaries. A good beginning is with the
}} American flag since its p.oper recognition and handling is one of your
> primary duties and your "expertise' in all matters pertaining to the flag
:g} will be frequently referenced.

(93]
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Chapter Two

THE AMERICAN FLAG

A basc protocol officer is expected to know flag etiquette and wili be
called upon to explain when and how the American flag should be flown. It
is also helpful to understand the historical background; therefore, rhe
following is general information to familiarize the protocol officer with
the American flag history, etiquette, and custom. Included in this chapter,
we will review the protocol of the Pledge of Allegiance and the National
Anthem. Finally, we will discuss the Air Force song as a symbol of respect
paid our service.

Historical Perspec .ve

The first flags ado.ted by our Colonial forefathers were svmbolic of
their struggiss with the wilderness of a new land. Beavers, pine trees,
rattlesnakes, anchors, and various like insignia with mottoes such as
"Hope," "Liberty," "Appeal to Heaven," or "Don't Tread on Me" were affixed
to the different banners of Colonial ‘' »rica.

The Colonists' first flag t .-ve any resemblance to the present day
Stars and Stripes was the Grand » n flag, sometimes refer..d to as the
"Congress Colors." It consistic - thirteen stripes, alteruw.cely red ard
white, representing the Thi ~.en Co -nies with a blue field in the upper
left-hand corner bearing « e cror :s of St.- George and St. Andrew,
signifying union with the -~ »»  uptry. This banner was first flown by
the ships of the Colonia’ “lLe- .he Delaware River in December 1775.

In Jenuary 1776, the Grand Union flag became the standard of the
Colonial Army, which had come into being some months before--in June 1775.
It was also carried by American Marines ind Bluejackets, comprising an
expeditionary force to the Uest Indies in 1776.

SRR

i

Eﬁ The present United States flag dates back to the Continental Congress
[4- where on 14 June 1777, a resolution was adopted that the flag would have
5} thirteen -lternating stripes of red and white, representing the thirteen
4 original  lonies of the Union., Each state was also to be depicted by a
L. white stc. in a blue field which was intended to rej 3sent a new
’; constellation jin the development of the fledgling country, The original
P thinking was - add a new star and stripe every time a state came into the
C: Union, but in 1818 when the flag had fifte . stripes, Congress decided to go
o back to the original thirteen, but kee: -.ding stars for each new state,

The colors of the flag are symbolic .2d 1s the traditional color of

3} -

defiance, and white means purity. The biue field was taken from the edge of
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Covenaanter's Banner of Scovland, sign’ficant of che Unlted Stetes objection
to British oppressinn,

The US Flags

These types and sizes of flaps sre authorized for use by the Air TForce
according to Air Force Regulation {(&FR) 90U~3, Department of the Air Force
Seal, Organizational Fmbleme, Use and Display of Tlags, Guidons, Strcamers,
and Automobile and Aircrary Plates:

1. Base. The flag is lightweight nvion tunting material, 8 x 17 B
feet. This is flown only in fair weather.

2, Ali-purpose flag., This flag is lightweight nylon bunting
material, 5' x 9’6" or rayon bunting material 3 x 4 feet. ‘The
flag which {is 5' x 976" is used as an interment flag and an
alternate during baa weather. The flag which is 3 z 4 feet is
used for outdoor display with flags of friendly foreign nations in
arrival ceremonies for foreign dignitaries, X

3. Cerenonial flag. The flag is rayon or synthetic substitute
material, 4'4" x 5'6", trimmed on three edges with a rayvon fringe
2% inches wide.

4, Organizational. This {lag is rayon or synthetic substitute
material, 3 x 4 feet, trimmed on three edges with rayon fringe 2%
inches wide.

5. Boat. The flag is bunting material, without fringe, 2.37 x

The Air Force flag is basically ultramarine blue in color. In the
center is the Air ¥Foxce Coat of Arms, which 1s enclrcled by stars and
identifying scroll.

General Guidance

Title 36, United States Cecde (USC) Chapter 10, established
for proper
flag. The

the cules
use, display, and patrlotic customs to be shown the United States

US flag 1is displayed on an Alr VForce facility only according to

& theie rules and customs. A¥R 900-3 is your most useful guide in this area,
N However, some of its basic rules and custome are provided later f[or you,

. Alr Force wembers must show respect for the [lag. Dependents or
- visitors on an Air Force facility are required to show due respect of the
; fiag. Tailure to do so reuders them subject to exclusion frem the facility.
i

- Represeuntations of the flag which are displaved on an air Force
J facility in a manuer or Jawnlon which would disrupt the misslou or detract
N from good order, discipline, or movale of Alr Yorce wembers may be excluded
. from the facility by the commander. Persons who disgplay represeantation of
b
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*\:-.\_ the flag in such a manner may also be exciuded from the facility by the
A commander.

B

f‘,(.'

A

Each Air Force iInstallation is authorized to fly one installation flag
from revellle to retreat. An additional flag staff and flag ar: authorized
adjacent to each dependent school on the installation. Title 36, USC
Section 174(a) permits the display of the fiag for 24 hours a day to produce
a patriotic effect if the flag is proverly illuminated during the hours of 3

darkness, Each installation is limited to one illuminated flag staff.

Half~Staff

Mourning 1is observed by flying the United States flag at half-staff
which 1s defined as the position of the flag when 1t is one-half the
distance between the top and bottom of the staff (Figure 1). When flown at
half-staff, the flag is first hoisted to the peak and then lowered tco the
half-staff position. The flag must be raised to the peak before it is

o lowered for the day. Flags carrled by ¢troops are never carried at
'\,.'ﬂ‘.:, half-staff, On Memor’al Day, the flag is displayed at half-staff until mnoon
ﬂ) only, then raised to the top of the staff. By order of the President, the
Lon flag 1is also flown at half-staff on the death of principal leaders of the
C United States Government, and the Governor of a State, Territory, or
“ Possession. The flag is displayed at half-staff according to Presidential
A instructions, order, or according to recognized customs or practices not
s, inconsistent with law. Figure 2 contains a table indicating the persons
7;~“ entitled to this honor and the places and duration for the flag to be flown
H”‘:\- at half-staff. When in foreign countries and when the President directs,
,(\‘2 the United States flag is flown at half-staff at Alr Force installations,
i whether or not the flag of another nation is flown at its peak alongside the
e~ United States flag. At no other time is the United States flag flown at a
“;:::: lesser height than other flags at the same location.
)
WA When Carried for Ceremonies )
'_') ) A United States flag is carried on all occasions of ceremony in which
- two or more squadrons participate representing a group, wing, air division,
X numbered air force, major command, or the Department of the Air Force.
,.".}::: During the occasions, the flag is carried by a Color Guard. The position in
SRk line from right to left is the United States flag, then the Ailr Force flag,
;&:} followed by the individual flag or flags, if appropriate (Figures 3 and 4).
% - When carried by troops, Alr Force flags correspond to the size of the United
:'3:\7 States flag.
-_'\‘\‘1
A Decorative Display
".‘.:::_ The following are the major decorative display rules:
:33' 1. When the United States flag is on a staff, the union of the
,A:_';-: flag is placed at the peak of the staff unless the flag is at
AN half-staff.
Aoy
‘ln
i,
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o
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2. When the flag is suspended from a building to another
support, the union of the flag is boisted out ftirst and remains
avay from the building (Figure 5).

3. When the flag is displayed over the middle of a stieet, it is
suspended vertically with the union to the north on a princlpally
ecast and west street, or to the east oun a principally north and
south street (Figure 6).

4. When used on a speaker's plattorm, Iif the flag 1s displayed
flat, it should be displayed above and behind the speaker (Figure
7). When displayed from a staff in a church or pudlic auditorium,
the flag is placed in the position of honor at the clergyman's or
speaker's right as he or she faces the audience (Figure 8). Other
flags on display are positiouned to the left side of the speaker or
to the right of the audience.

5, When displsyed on aircraft or vehicles, the flag's union is
always toward the frount with stripes trailing.

6. When the flag is used to cover a casket, the union should be
placed at the head and over the left shoulder (see AFR 143-1,
Mortuary Affalrs, for use and display of the flag during funeral
services).

7. When the flag is suspended across a corridor or lobby in a
building with only one main entrance, 1t should be suspeanded
vertically with the union of the flag to the observer's left upon
entering. If the building has main entrances on the east and
west, the flag 1s suspended vertically near the center of the
corridor orx lobby with the uwaion to the wnorth. The union is
placed 'o the ecast when the entrances are to the north and south,

If there are entrances in more than two directions, the union
should be to the east.

3. Concerning the use and display of flags in foreign countries,
Alr TForce Commanders obtain instructions from the US Defense
Attache in that country. In the absence of such an office,
contact the senior Air Force officer on duty. These individuals
formulate standardized idnstructioms din keeping with existing
treaties and arrangements agreeable to the host country.
Inquiries relating to display of flags in foredign countries may be
directed to Headquarters USAF, International Affairs Division (HQ
USAF/CVAL), Washington 9.C. 20330-5000,

Relative Arrangements

The following are che basic flag avrangement rules:

l. The United States flag with Air Fovce flags. See Figures 3,
4, 8. 9, 10, 11,
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2. The United States flag with flags of foreign nations. When
displaying flags of two or more nations, they are flown from
separate staffs of equal hedgh* International usage forbids the
display of the flag of one nati.. above that of another nation in
time of peace.

A

3. The United States flag with flag of statez, citles,
localities, or pennants of socizties, When the United States flag
is displayed as ‘such, it is at the highest point in the group
(Figure 9). If it is desired the flags be at the same level, the
R United States flag is given the position of homor which is at the
flag's own right or the observer's left. Another flag or pennant
is not placed above, or if on the same level, to the right of the
United States flag. When these flags are flown from adjacent
staffs, the United States flag is hoisted first and lowered last.

o ¥ T

i e A

4, The United States flag in the procession with other flags.
In a processions with another flag or flags, the United States
flag 1s either on the marching right, or if there is a line of
other flags, in front of the center of the line (Figure 4).

Lty Lo

S. Crossed staff. When the flag is displayed with another flag
from crossed staffs, the United States flag 1s on the right
(observer's left), and its staff 1s 1in freont of the staff of the
other flag.

R i

T
At

¥ 6. When the United States flag 1s displayed with other flags,
"N the United States flag is always given the rosition of honor, The
& position of homor is the flag's own right or an observer's left.
Any other flag displayed at the same time 1is to the observer's
right, or the United States flag's left (Figure 10).

3: Honors or Tributes

L

e The United States flag is not:

§ﬂ 1. Dipped to any person or thing. Military organizational
;{ flags, state flags, and civilian organizatiomal or institutional
e flags are dipped as a mark of honor.

L. : 2, Displayed with the union down except as signal of distress in
jﬁ instances of extreme danger to life or property.

o

if? 3. Permitted to touch anything beneath {t, such as the ground,
- the flooer, merchandise, and so forth.

o

'3 4, Carried flat or horizontally. It is always carried aloft and
= free.

;j 5. Festooned, but allowed to fall and hang free.

R

.«'_..

ay

\_:: : 8

" “

A

lﬁ ‘.:\_

}.-

N

- - - N L T T T St o ot o R o T T N T Ry Ay
YT YT LT Y P o R L RIS A Reaced)
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AT HALF-STAFF |
Flags an Stationary Canyling Flegs ot Caromonias.
Flagstafie. .
Figure 1 Figure 3
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i
DISPLAY OF THE FLAG AT HALF-STAFF
% {PUBLIC LAW 94-34")
Occasion Places PPeriod Notice to Air Foree Commandes
Deathol; Presi- — All buikdings, grounds, and naval vessels 30 days from date ol death,  Nonz, Commanders will comply on
dent of the federal government tn Distiict of teceipt of information 10 days
Former Presi- Columbia, throughout the United States fiom date of death through press,
5{ dent and its territories and possessions: Unat- radio, lefevision, or other pews e
\3 President-Elect  ed States Embassics, Legations, and other dia. )
3 facilitics abroad including military facili-
j ues, naval vessels and stations.
D Death of: Al buildings, grounds, and nasal vessels 10 days liom date of death. -
e Vice President  of the federal government in District of
(N ChiefJustice of  Columbia, throughout the United States
: the United and its territorics ahd possessions, . B
~ States
) Retired Chief
AN Justiceof the
Uhniled States
! Speaker ol the
N }louse of
) Representa-
&d tives
: Deathof: From day aof death until in- .
Associate Jus- terment.
= tice of Su-
- preme Court
: Secretary of
:\ Exccutive or
“an Military
: Depantment
o FFormer Vice
President
;;‘;; 'resident pro
-~ tempore of the
Scenate
Majority Leader
of the Senate
Minority Leader
ol the Senate
Majority Leader
of House of
Representa-
Lives
Minonty Leader
of the House of
Rcepresema-
lives
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SPECIAL AUTHORIZATION OF THE STCRETARY OF THE AR FORCE

>eath of com-
mandets who
WCTC On ACtivVe
duty

Deathof active
duty Air Force
four-star gencral
officer

Deathof retired
Air Force four-
siar general

Death of officers
and airmen on
active duty (ex-
cept personnel
in Detachment
of Patienl stutus
at a USAF Hos-
pital)

PRESIOENTIAL PROCLAMATION 3044,

Buildings and grouads which were patt of
the deceased’s command.

Buildings and grounds vuder jurisdiction
of the Department of the Air Force,

Buildings and grounds which were part of
the deceased's command.

Buildings and grounds under jurisdiction
of the Department of the Air Force.

On buildings and grounds of their memo-
rial service, {uneral service, or duty sia-
tion.

From reveille to retreat vn
day of the functal regardless
of location of ceremony.

Headquariers  corcverned  nonfice
othier clements ¢ the commanid,

. S barnd S é )
From reveille to, day of in-
terment.

Headquarters USAE message.,

From day of death until in-
terment,

Headquarters conceencd  notifies
other elemcists of We command.

From reveille 10 retreat on

Headquarters USAF message.
day of interment.

On the day of death or day
following death. (Installa-
tion commanders may also
half-stafl the Nlag on the day
of an on-base memorial or
funeral service.)

Casualty officer concerned notifies
ppropriate commander (see note
J).

Death of civil- On buildings and grounds of their memo-  Installation  commanders  lmmediate supervisor or unit com-
ians who die rial service, funeral service, or duty sta- may hall-staff the fag on  mander concerned notifies the in-
while employed  tion. day of death, day following stallation commander (see note 4),
by the Air Force death or day of an on-basc

(only ifthey are memonal or funeral service,

US citizens)

B e SIS TR o)<y Sl L e

NOTES: |. At joint installations or commands, the procedures
presceibed by the responsible military commander or the Execu.
tive Agent are execuled uniformly by all the US military units
present.

tact the State Depaniment which will if ne-essary seck an opin-
ion from the White House.

). Commanders have the option to pos: the identity of the
individual for whom the flag is half-staffed. The intent is to

vl

T S
FIIR

2 Military commanders overseas should inquire of the United
States Dcfense Attache at the US Embassy (see paragraph 3-1).
Embassics have been advised, when necessary, to in turn con-

inform personnet why the Mg is at half.staft.
4. If death of civilian occuts overseas, the casually officer con.
cerned notifies appropriate commander,
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Flgurs 3--0, Dluplaylng United States Flag 1o Group ot

Flege,

Figure 3-8 Dixaley af the Fleg In Chxpat

Figuwe 9

Figure 8
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-10. Display of Flag in an Oftice.
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VORRECT METHOD OF FOLDING TiHE

UNITED STATES FLAG

A--Hold the fiag waist high.

B—Fold the lower striped section of the flag ovet
the blue ficld.

C—The folded edge (the =dge nearest the reader in
B) is then folded over to meet the open edge.

D—A triangular fold is then started by bringing the
striped corner of the folded edge to the open
edge.

E--The outer point Is then tumed inward parallel
with the open edge to form a second triangle.

F—The trdangular folding is continued until the
entire length of the flag s folded In this
mannes.

G-—-When the flag is completely folded, only the
blue field thould be visible and it shouid be
folded In the triangular thape of & cocked hat.
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6. Used as a drapery »f any sort such as an arvicle ot clothing,
as a covering for a ceiling, on furmiture, or for a vehicle.

7. Used as a receptacle fer veceiving or carvrying any obiect.
: 8. Used as a coveriug for a statve oy wonument, buit it may form

a distinctive feature of the ceremony on unveiling a statue or
monument: .

X ¥ & E

9. Used for advertising purposes in any manne” whatsoever. It -
is not embroiderad on such articles as cushions, handkerchiefs, ox ) E
similar ditems, It is not printed or otharwise imprescsed on paper b
napkins, boxes, oxr anything designed Iov temporary use and
) discard. Advertising signs are not to be fastened to a stand or

. halyard from which the ilag is flown,
10. Tastened, dispilaved, used, or stoved in any manuer that K
! permits it to bBe easily tom, soiled, or prevents display in any

way .

11, Marked on, or should never have placed on it or attached tc
it, any mark, insignia, letter, word, figure, deszign, picture, or
. drawing of any kind.

Lowering and Folding

When the United States f{lag is loweroad from the staff, no portion of it
is &llowed to touch the ground eilther In lowering or in folding. The flag
is detached from the halyard and folded in the shape prescribed in Flgure

y 12.

Flags on Holidays

Y The mnational flag may be displayed con all days whean the weather
; permits, Dbut it should especially be dispiayed on Hew Year's Day;
: Inauguration Day. 20 Januvary; Martin Luther King's Birthday; Lincoln's
, Birthday; Washington's Birthday; Armed FYorces Day, third Saturday in May;
¥ Memorial Day (half-staff unzil woon); Flag Day. 14 June; Independence Day,
" 4 July; Labor Day, [irst Monday im Septambar; Columbus Day; Veterans Dayy
; Thanksgiviang Day, tChira or fourrch Thurzday in November; Christmas Day, 25
x Deccmber; and such other days as may be procilaimed unational holidays by the
" President.
X Conclusion

Showing the proper 7Tespect and courtesy to ithe United States flag is &
< main responsibility of & protocei ofiicer. The guldeline provided above
» should help vou uadevstand this vogporsibilizy.  AFK 96G0-3 13 the Air Force
: bible on the flag, so refer o it for o detanled cuplanation. Next, we turn
' to some practical guidance ou the Piedg~ of Alloeglapce to ite US Tlap and
\ the declaration of its reverence in rhe Natiscral Anthem.
d
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THE PLEDGE OF ALLEGIANCE TO THE FLAG

"I pledge allegiance to the fiag of the United States of America and to
the Republic for which it stands, one Natlon, under God, indivisible, with
Liberty and Justice for all."

This wording of the pledge varies s®. zhtly from the original, which was
dravn up 1in 1892 in the office of The Yo. a's Companion magazine in Boston.

It was first used on 12 October 1892 in the public cchools in celebration of
Columbus Day.

The pledge received official recognition by Congress in an Act approved
on 22 June 1942, The phrase ''under God" was added to the pledge by a
Congressional Act on 14 June 1954, At that time, President Eisenhower said
that, "In this way, we are reaffirming the transcendence of religilous faith
in America's heritage and futur2; 1in this way, we shall constantly
strengthen those spiritual weapons which forever will be our country's most
powerful resource in peace and war."

Honors to the flag during the Pledge of Allegiance are similar to those

rendered during the playing of <¢he National Anthem or "To the Colors' which
you will read about later:

1. You do not recite the Pledge of Allegiance while in military
formation or during military ceremonies.

2. At protocol functions, sccial, or sporting events:

a. When in wuniform and outdoors, you stand at
attention, face the flag, remain silent, and render
the hand salute.

b. When in uniform indoors, you stand at attention,
face the flag, but you do not salute; however, you
may recite the Pledge of Alleglarce 1f you wish.

3. When 1in civilian clothes {(indoors or outdoors), you shculd
stand at attention, face the flag, remove headdress with right
hand, and place your vright hand, holding the headdress, over heart
and recite the pledge.

THE NATIONAL ANTHEM

The National Anthem 1s a declaration of reverence for and loyalty to
the United States., On certain occasions, such as during inclement weather
or wvhen a band 1is unot present for a retreat ceremony, 'lo the Colors' is
played instead of the National Anthem., '"To the Colors" is a bugle call
sounded as a salute to the flag and symbolizes respect to the Nation and the
flag in the sawe manner as the National Anthem. 7The flag and the United
States are thought of as being the same; therefore, any time the National

Anthem or "To the Colors' is played, the proper courtesy as described below
must be rendered,




1
1. When in uniform in fowmavion »ut not a part of a cexemony,
the unic commander commands "¥resent Arms"” when the National
Anthem or "To the Colors" is played. The wait should be faced
toward the flag bafore belng given '"Tresent Arms,”
SR 2. When in uniform but not in formation:
s
’33 a. Outdoows, at any cervemowny whers the US flag is
;i} present, come to attention, iace the flag in the
Loy ceremony, and salute. Ac sports events, if the flag
\ is visibie, face the flag and salute. If the flag §
is not vigible, face the band and salute in its
direction. If ithe wusic is recorded, face the front
and salute. During all other cutdootr ocrasions, the :

same general principle 1s followed: come to
attention and salute, facing the flag if visible,
otherwise facing the music, y

;ﬁ‘ b. Indoors, when the National Anthem or "To the Colors" i
RN is being plaved at the beginning or end of a program
qcx or sports activity, face the flag 1f it is present
*1 and take the position of attention, If no flag is

present or visible, take the position of attention
facing the music. Do not salute unless under arms.

~

sy
:
0

:ﬁﬂ‘ 3. When in civilian or athletic clothing outdoors, take the same
oo action as when in uniform except that the manner of saluting is
i

3

different. Military mewbzars remove their headdress with the right
band and hold the headdress at the feft shoulder with the righg
hand over the heart, Mombers without hats, salute by standing at
attention and placing the right hand over the heart.

4, ¥hen in civilian or athletic cliothing indoors, stand at
atteation, butv do not salute.

5. While in a vehicle duriag a flay ceremony, the driver brings
ﬁQ the woving vehicle to &« ctop by the first note oi the National
;5? Anthem or "To the Colors.,” The driver and passengers in the
1N vehicle, remain seated at attention.

7
{ﬁs 6. Air Force photographers and cawaera operators render

. appropriate honors outlined in these paragraphs, except when they
are specifically assigned to photograph others rendering honors,

7. Flags and nasional anthems ol friendly fereign countries ars
shown the same signs of respeck.

¥ow that you ave farpiliav with custous ol courtesies showing the
proper respect to the US f£lag through +he §ledye i Allepisnce and the
National anthem, let's turn to 2 song fray vavs cvibul e o
Alr Force - the Air Torce Soun;,.

tho United States

A A A S MR T RS A A€ T, S e
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? THE AIR FORCE SONG

ﬁ As the National Anthem is symbolic of the United States, so also is the

i Alr Force song symvolic of the Air Force and its military mission. Adopted

1 fron the Army Air Corps, the Air Force song symbolizes our loyalty for and

_ confidence iIn an organization of professional military persons whose

_g integrity 1s weighed in the balance of dedication to the American people and

o support of the United States Constitution. It is a means of expressing our

A camaraderie and esprit de corps.

3y

‘1

-‘* From an etiquette point of view, the following apply:

:»1)1 1. Stand up during the playing of the Alxr Force song, except

" when 1t 1s heard while listening to a radio, watching television, K
': or driving a2 vehicle. !
2, When audience involvement 1is appropriate, it is proper to

sing the Air Force song. Appropriate time would be at formal and

informal soclal gatherings and ceremonies, VWhen wused as a
recessional to a change of command ceremony, it would most likely

,\? not be appropriate to sing. :
'\ i
L

- We've covered a great deal of detail on the American flag, the Pledge

A of Allegiance, the National Anthem, and the Air Force song. This second

,}: chapter was to give you a foundation on basic flag practices every protocol

i officer should be familiar with and use. Now let's move on to an

i examination of saluting ~ a basic courtesy that we all in the military

o services practice on a daily basis.
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Chapter Three
SALUTES AND SALUTING g
There are various schools of thought on the origin of the salute. One ;
traces the custom to the days c¢f chivalry «hen knighis in armor met, each
raised his viscor to a friend so as to be Iluaecnciiied. This was done with the
right hand, the left hand beinz used to hold the aorse’s reins, Another
possibility goes back to the days of the Borgia when assassinations by
dagger were not unceamon. Ther it was customary for men to approach each 1
other with right hand vraised, palm tec the front, to show no daggec was ;
N concealed. j
E Whatever the origin, the salute is one of the oldest mwmilitary
i traditions, It is a courtesy which is exchanged between wmembers of the
= Armed Forces as both a greeting and & symbol of mutual vreegpect. The basic
g rules regarding saluting are very simple {sae AFR 30-1, Air Force Standards,
i and AFR 50-14, Drill and Ceremonies, for more details and illustrations):
\I
ﬁ 1. You salute the President of the United States, all subericr
i commissioned officers and warvant officers of :the Armed Forces,
. and the officers of friendly foreign nations who are superior to
2- you in rank. This means second licutenants salute first
) lieutenants regardliess of #the wmyth of the 'brotherhood of
;- lieutenants." 1
5,-:.

AR You do not salute when indoors unless you are formally
reporting to an officer superler to you or performing puard duty
and wearing a side arm.

wAxiz o S

et 3. Both on and off base, you always salute when in wiform and

o ocutdoors, unless: '
!

- a, You are carrying articles (or a heavy object) in i

o both hands which canrot be transferred to one hand, or :

;g cannot salute for another leg:timate reagon,

such as an
iajury. In this case, an oral greeting should be :
exchanged such as "Cood Movaing, Sir or Ma'am."

AT FRES

b, You are in a designated "ecoverad" aren

e {8%e  your

organizacional and es suprlements to AFR 30~1, AFR

Dress and Loapprarznce ol Alr Force
Personnel. and ATR 50-14 as anpropriata).
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j c. You are a member of a military formation or a work
detail (only the senior member salutes).

. d. You are attending a public gathering, such as a
sports event,

Y\ 4., You salute officers imn US Government cars provided the car

» has a flag or metal standard which identifies the rank of the

R occupant (usually general officers and the wing and base
commanders).,

_ ek

5. Security Police performing traffic control salute officers in
moving vehicles, if they recognize the occupant as an officer.
(Exception: A salute is not required if doing so interferes with
the security policeman's performance of duty. The driver of a
vehicle 1in motion i1s not requirea to salute either, if doing so
interferes with safety.)

X & KN

X,

6. Saluting is not required if you are wearing cilvilian clothes,

but it certainly is not prohibited.

L]

& 7. The salute is rendered at a distance at whilch recognition is
W easy, usually not more than 30 paces, and before the approaching
‘f person 1is closer than six paces.

'2 8. The salute is rendered only at a halt or walk. If running,
;t one comes to a walk before saluting.
[

o} 9

Q. The salute is never rendered with a pipe, cigar, or cigarette
held in the mouth or right hand.

.
N

10. 1f you are junior in rank, you salute first, and always hold
the salute until it is returned.

a5 2n

11. Always look at the person or Colors saluted.

E S e

[ R} i e
Ay o Sty il A A R X

12. Don't have your left hand in your pocket when saluting.
13. Never return a salute in a casual or superficial manmner.

14. When meeting a senior outdoors and engaging in conversationm,
salutes are exchanged, the conversation is completed, and salutes
are again exchanged. (An airman in ranks, of course, only comes
to attention and does not salute even though a conversation has
occurred with an inspecting official.)

{

15. If you, the senior in rank, are in the company of 2 junior
officer, and an officer junior to you, but senior to the officer
with you approaches, the salute will be initiated by the
approaching officer who salutes you, the ranking officer. VUhen
you return the salute, the junior officer with you will salute
simultaneously with you. The junior officer with you will hold

-
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the salute until you and the approachiug officer have dropped your
salutes.

Salutes by Flags

The Air Force flag salutes by belng dipped irn all wmilitary ceremonies
when the Natiomal Anthem or "fo the Colors'" is being played and when
rendering homors. In marching, the Air Force ild sajutes when six paces
from the front of the person entitled to the saluca. It vesumes the carry

when six paces beyond the person.

In passing 1in review, the Color Cuard executes eyes right at the
prescribed saluting dlstance at the command of the senior flag bearer, who
commands, "Eyes Right" and "Ready TFront." When the grade of the reviewing
officer entitles that pevson to the honor, the Air Force flag salutes at the

command "Right'" and resumes the cavry at cthe command "Fromt.”" All except
the person on the right flank of the Coler Cuard executes eyes right.

The US fiag is not dipped in salute, with one exception: Navy vessels
upon receiving a salute of this type from a2 vessel registered by a nation
formally recognized by the United States wmust return the compliment.

Saluting the United States Flao

Flags flown frow svationary flag statfs on bases are saluted at
reveille, vretreat, and special occasions. Small flags and flags at
half-staff are not saluted. Cased and folded {lags ave not saluted.

Military personnel passing an uncased US ilag salute six paces before
reaching the flag and hold the salute until they have passed six paces
beyond it. Likewise, when an uncased US iflag pasises by, the salute ig
rendered six paces before the flag is even with the individual and held
untll the filag has passed six paces beyond him or her,

Army or Navy Gun Sslutes

When gun salutes are rired at Army or Navy installations to honor a

iving person, all individuals din the ceremonial party sajute; and
spectators (including militavy) stawnd a2¢ asttontion,  When gun salutes are
fired on Independence Dav and Memorial Day, all people present salute,
fac ng the flag when visible or ihe signt of the saiuving guns if the flag
1s not visible., In the Air Force, gun salutes are not fired at any ceremony
including reveille and retreac.

Conclusion
Salutin, dis a basic couwrtesy Chat we, in all ©hz militasy services,
¥

practice on a daily bao*u. Tooked ab where suiuting originared and
some guidelines for its use. cneabzy, volafing 1s @ show of proper respect
and acknowledgement of znother milltary mewmnsr, 1L 1s a greeting to be
rendered witi, honoi aud professionalism. Along wirh this show of respect,
comes an understanding of raak and precedoance - cur pexi chaprer.
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Chapter Four

RANK AND PRECEDENCE

The whole idea of protocol centers around the fundamental rules of rank
and precedence. It is critical that a protocol officer recognizes these
rules and applies them appropriately. You will rely on precedence and rank
to determine military procedures. The following guidance from AFR 35-54,
Rank , Precedence, and Command, will help you to tackle this challenge.

Military rank is the relative position or degree of precedence given
a military person. Rank marks station and confers eligibility to exercise
command or authority in military service within the limits stated by law.
When conferring rank, it is uswvally given individuvuals according to their
office or grade in military service. There are exceptions, such as retived
officers or officers with special assignments. Honorary titles of military

rank cannot be awarded a civilian; however, those already earned will not be
withdrawn.

Except in a special assignment by the President, or in the case of
graduates of the Military Academies on active duty in the grade of second
lieutenant, precedence, or relative rank among officers of the same grade in
the active military service, including retired officer on extended active
duty (EAD), is determined as follows:

1. By date of rank (DOR).
2. When DOR is the same, by total:

a, Active federal commissioned service.
b. Federal commissioned service.

3. When 1. and 2, above are the same:

a, Regular officers will proceed Reserve officers.

b. Regular officers will rank among themselves based on
date of appointment as a Regular officer. If this
date is the same, they will rank among themselves
according to age with oldest taking precedence.

¢. Reserve officers will rank among themselves by age,
with the oldest taking precedence.

4. Graduates of the Air Force Academy. Second lieutenants not
on a recommended list for first lieutenant, will rank among
themselves in order of class standing.




Anong airmen of the same svade on €A, including ratirved afrvmen on RAD,
precedence or rvelative vank s determined by:

1. DOR,

2. Total active foderal wilitary sevvice dote (TAFMSD)  (AFR
35-3, Service Dates and Dates of Rank) when DOR is the same.

3. Age when 1. and 2. above are the same, with vhe oldest airman
taking precedence.

4, Persovnel sevrving in pay grade P-4 wile have been appolated to
noncommisgsioned officer (NCO) status (AFR 3Y-¢, The Enlisted Force

Organization) take rank and precedouce over tnose who have not

been 50 appointed. Within this special categorv of
nonconmissioned officer, precedenre ov relative rank is deterwined
by:

a, Date of appointment (DOA) to NCO suvatus.

b. DOR in grade E-4 when DOA is the same.

¢, TAFMSD when a. and b. above are the same (AFR 35-3).

d. Age when a., b., and c¢. above are the same, with the
oldest airman taking precedence.

5. Airman in grades czbove Bl who are serviin: sentences of
confinement are suspended from precedence and rank during that
period, except for pay and allowances, and de not  recelve
privileges not available to other prisoncrs (AFR 125-18, Operation
of Air Force Correccion and detention Facilities). T

DeterminiqghPrecedence

An early attempt to previde an order of precedence among the heads of
states was made in the !6th Centuvy by thoe Pope, bub sovereigns failed to
observe it. ELEven at that time, some rules maintained that all crowned heads
should be put on an equal basis, Time, of course, modified such an idea.

For nonofficial functions today, p.ecedence or relative seniority is
based on perseunal consldevavion, gqualities, ov artalnments such as age, sex,
relationship, and prominence of guests. Onz jives prelference to the older
wom~.n, to the clergy, to those with scholastic achievement, and of course,
to the guest of honor, ov the one Tor whowm the funcivion is hostad,
Likewise, & foreigner, an out-ol-fown cuvds, o1 ohe iavited tor the firvset
time, might be accorded precedence over Ifrequent guests, nouse guests, or
relatives.

For officlal tunctions, taers i seowe srediite guisance, especially fn
the military where the Chairman ¢f tho Jzint Chieiy ot Staff outranks all
officers of any brinch of the Armed Services., orlarwise, the precedence of
officers of the saie or a compavable vauk in servicez ls determined by
the date of their appointment %o the current raok, Wt ved military
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personnel are ranked with, but after, their active duty counterparts.

When both military and civilian officlals are involved, determining
F precedence becomes mnore zomplicated, As a general rule, top cilvilian
P officials, down to the secretarles of the milltary services, have precedence

over any military person, regardless of rank. Matters of precedence become
'K particularly complicated at the state, county, and municipal level;
ey therefore, the establishment of hard and fast rules is virtually impossible.
: A safe rule is to work closely with the Air Staff and major comwmand protocol
officials for correct guidance.

In many foreign countries, ceremonial precedence is established under
officilal governmental sanction. In the Urited States, it 1s based on local
recognition of vested authority, and has developed primarily through customs
> and tradition. There is no absolute precedence list, because as vositions
%) are created, ccnsolidated, or abolished, there are constant changes in the
Y accepted list. Consequently, the US State Department does not release an
official order of precedence. However, the list shown in Figure 13 1s the

ek

Lk one generally observed in diplomatic circles, and may be used safely at Alr
3# Force functions,
Oy
g‘f When Senilority Determines Precedence
P
" | In general, precedence between two officials of equal rank is
0 determined by their length of service,
ars
jﬁ 1. Diplomats. Between diplomats of equal ramk, precedence is
f determined by the date on which their credentials were presented

o

at the White House, not by the relative size and importance of
their countries. A foreign official of equal rank with an
American official, though, has preference over that official-=this
Is the case whether the US is the host nation or when the US is
responsible for protocol. No one person ever outranks our
President under an American roof or anywhere else in this country.

2., Members of Congress. The Speaker of the House of

Representatives outranks all member of Congress; ctherwise, a

Senator outranks a Representative regardless of length of service.

Senators are ranked according to their length of service, except

that the President pro tem of the Senate outranks all Senators.

The precedence of Senators sworn in on the same day 1is determined

alphabetically by their last names. The same rule applles to .
Representatives.

3. Spouses. A spouse 1s seated according to the rank of his/her
spouse who bhas position or rank unless the spouse has a position
of his/her own; then, the one with the highest position is the
o determining factor. For example, if a general's wifie is also a
QAN Senator, she and hev husband would both be accorded the precedence
given to her position as Senator.
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Ra k and Preccedence jn Oche

I'n observing governmental, ecclesiastical ., and diplomatie precedence in
a foreign country, one of the general ruices 1s military rank takes
precedence over the vrinciple of "courtesy to the slrenger.' However, this
rule may not apply when the guest of honoy {s noc the hlPhP‘L ranking guaest,
Methods of resolving this problem at a stace dinner ¢r at a wixed dinner are
described in AFP 900-1. 1In some countrics, eccicgiasiical ofticials are
given higher precedence than in othevs. In Rouwin {athelic countries, for
example, a dignitary of the Church is more likely to take precedence ovev
government and diplomatic officials than In  predominancly TProtestant
countries,

Diplomatic precedence bar Leen established by aunrernatiensl agreement,
Cenerally, the precedence ol heads oi dipiomavic corps {s determined bv the
length of service in that capital. For example, an Ambassador accredited in
1975 proceeds another accredited in YG82., 7 reé aly general rules on
precedence. When specific problems arise, the local American Embassy is p
normally asked for the proper guidance.

The basic authorities for determinlng precedence ave AFR 35-54 and AP
900~1., Tor similar matters to those above anda for determining precedence or
relative rank of Reserve Commissioned Oliicevs not oa extended active duty,
interservice senlority, and between US Foreign Service Officers and DOD
officers, refer to AFR 35-54, Scction A, For precedence of troops
participating in a cetvemony within the territorlal jurisdiction of the
United States, refer to AFR 50-14, Drill ond Ceremenies Chapter 7. Seo

Figure 14 for a coaparable vank among Che US M iicary services.

Conclusion

This guldance on rank and precedeace is genezal, 1 you need wore
specific advice, refer to the regulations listed above. The subject should
not alarm vou since a protocol officer eszablishes wilitavy procedures on
rank and precedence. So, refer to your guidance regularly, especially when
in doubt. Know your subjece, sud you ven't iind vourzelf in an ewbarvassing
situation., We are readv now to proceed wvith the challenging task of
official ceremonies, 1Thisg is where you will veally puve to be on your toes,
Otficial cereronies ave the "dread and bn(t)f” subjeces Jor the base
protocol officer.
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Unofficial List of Precedence in the United States

The Piesxient ot the Uaning Statey
The Vice Pretitant ot the Uiniest Sia.
The Speser of e Huuse ol Reprerentative,
Thve Gtvaf Jurtim ol ihe Umilod States
Farmar Pretdents of the United Statey
Tha Sectatmy of Hiate
Tha Sactetary Gener v o the Unilsd Nat o ¢
Ambasaniors of (areyn pronery
Witlows of Totmer Fiatalenty o 1he Uritmt S1aing
Mitastacy of 1nregn powver sttty of thipinmatg mation?
Asiatiaty Justices of the Sunreme Court of Lie Lt Statey
The Presdent’s eatnet
The Saceptary nf the Trgavury
The Secratery of Dolete
vhie Atto. ney Genergl
The Secraraty ot the intenuay
The Sacretery of Agricuiere
The Sectetay ! Comnane
Thae Secratety of L ebar
Tha Secreiamy ol Heahn, Ldycanun, sna Wartare
The factetery of Housing emd Urbsn Devatopmant
The Eevrrtamy of Yeongpnertssan
Duector, Qe af Maammorent ang G ot
The United States Mapirasantatine ta the Unded Nebons
Mwiniters of thy Uned Stater Yenste
Covernariof States
formar Vice Presutenty
Moy 8 the Gintnd Statar Hiouwe g ricivaleniatve®
Charges d'Atlnies of taregt powan
The Under Shcrataney of the £ arc «tve departmernts and
e Osputy Secratas
Admnititnor, Agenry (ar Intarne iona' envelopmant
£116tOr, 11aat STates Ating Coé tnd ant Disvomamint Agenyy
Thie Sacraumiey of the Artiy the Yevy, 8nn the At boace
Chawrman Gonngd of [eutomn Agyovery
Chatodn Councad 9n Envirgainenta Qusbity
araray, daal Chithy ot 52t

e Chigh ot Stat! of the Arnyy e Nawy, val the Ax Fane
{rank &t arvunting 10 gote ol appo-stmeny)
The Commamiant o the Manine Conpy
b stari Ganersty of the Army and F st Admpran
ra Sacratary Genwral, Qrgunaration ol &
US Hepwurrntgtuny 1o the (aganss stinn al
Directer Uenligh Intethigenie Apahry
Admanagteator Geners! Srvices At alin.
Durecter Unded S1aas Intoninatum Agency
Ainnndgtiale . Navionat Asronsutot sl Space Adimiti st
Cherman, US Civid Saevice Lomtation
Chmeman Alama Enttyy Comnassos
Doector, Detense Magtaich amd Enginering
Ouesctar ot ACTION
1iregtor, Ol of Tereconmunirations Moy
Adnunnirator, Environimentat Protection # geevy
AtHaiant 10 the Prevdam
Depruty Winter Seceetnrees nf State
Tha Commandant ol the US Coant Guard
Avistant Secteranien of the Executovt Dennrimeonty
Chaet of Protacut
Membtra ol tha Council of Economic Adviters
Active ©F Derignata US Ambariadony and Naniiey
[caron rani, when (1 thy Unid v Stater)
Undar Srela g 0F 1he Anny the Navy, shai Tha A Turce
4 ac Genetan 094 Adlnnran
Aspiemand Sacintariey of the Army the N7vy vt the Aw Fone
1301001 Lisutenant Geasratg end Vige Adiaais
Furmas US Asban®ion and Monatarn 1o tarsas cuusntam
Minmtary af lnreQh power s (sarving i ambstasts a0l acceedilind)
Dapaty Avustant Sacretmies ©f the Enecutive Geputmanis
Caunsalor of Embayuny or Laaations of Yateqn pawers
Sanuoe Covitinn Othcnty. GS 1A
1yt t Mage Goneeait and o Adnuaraiy
Sentor Contar. 3 Lcmit, G4 12
U st ) Bragadees Ganesuty el Commptares
Sanuy Coviban Dy, GS 16
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Pay
Grade

Special

E-9

t“J
oo

L7

L O O A JU NS W

[STRR N
Bogadier wcacial
Colonel

Lieutenan: Colote:
Majur

Captain

First Licutenant
Sceond Licuicuant

Chief warrant officer, W-4
Chiel warraat ofticer, W-J
Chicf warrant oflicer, W-2
Wariant ofticer, W-1

Cadet®

Army Alr FCoved

.7"‘IJ“‘
N

matter sergent of
ihe Ay Yorce

Sergeant major of the
Army

Sergeant mujor Chicf muster scrgeant

Fivst sevgoant SeMOr Masier seizeant

Master Scrgeant

Platoon setgeant
Sergeant {irst class
Masler sergeant **

Specialist seven
TCLNNICG Lol sTaRL

Stafl sergeant

Sargeant Hirst class®™

Sergeant Siaf

Speciahist fve

Corgoral PR M
Specialist fous Lot T
{ .

Marine Corps

“args .t

Sergasnt maot

LU
i

s

(ERUTIINS

e _r [
LA ECELAY LI 1T

Niabae Lo

A e

COmnealore Adineral
Caninn

Caonaando

Ut

i ant Conuntande:

saruidNant
Lredtenam
Lasign

(Junior Grade)

Chiel warrant ofhicer, W-d
Chaer warrant othicer, W.3
Chied warrant othcer, W-2
Warrant ofhicer, W-1

Midshipman

Navy

Master chiet petty ofticer
of the Navy

Mastei chiel petty officer

Sentor chief pray officer

Chief peuy officer

coeni’ o

NS CAEN

Teny oficer first class

e iy

Y asrclaneT seny ollicer secomd class

olieer ted Clads

Reproduced from
best available copy.
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E-3  Private first class Airtnan first class Acting corporal®** Seaman

Lance corporal
E-2 Private Airman Private [irst class Seaman apprentice
E-1  Private Airman basic Private Seaman recruit
* Cadets are Presidential appointees and are officers in the constitutional sense. They do not have a military rank and
neither outrank nor are they outranked by enlisted personnel. Cadets are not on active duty, are not saluted by
enlisted personnel, and are not placed in supervisory.positions over enlisted personnel. However, since they are of-
ficers in a constitutional sense, they hold a higher position than enlisted personne! for protocol purposes.
** Transitional title for thosc who held this grade continuously since 31 May 1958.
*** Transitional title for those holding pay grade continuously since 31 December 1958.

Grade title while serving in the Trainee or Apprentice Tier,

Figure 14 Continued
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Chapter Five

OFFICIAL CEREMONIES

Officlal ceremonies are a major respousibiiity of a base protocol
officer. Here is where vyou can make it, or stumdble, and lose all your
credibility! So look sharp, put on your cthinkiapg cap, and get ready to
werk, Ceremonies are events held to acknowledge a change of command, to
honor distinguished persous, to accord distinctive honors to individuals on
special occasions, t©o promeote teamwork, or to dewonstrate professionalism
and proficiency. We will examine some of these ceremonies to get you on the
right track on what you need to know as a base prorocol officer., One of the
most prominent ceremonies is the Change of Command.

CHANGE OF COMMAND CEREMONTES

Drill and Ceremonies

AFR 50-14 Drill and Ceremonies telle us thet, when practical, the
formar co.mander should relinguish commznd te a successor at a parade ox
other appropriate ceremony. 1t is the former commander who determines the
extent of the ceremeny and is vesponsitle for zll arrangemenis, including
the date, time, and adaptations vto fit ths lccal situetion. 1t is courtesy
to have the concurrence of the new commander and immediate superiors on the
arrangements. As a rule, a change of command is not scheduled for a
Saturday, Sunday, or naftional holiday. 1t should be noted here that the
primary purpose of a Change of Command ceremony is to allow subordinates to
witness the formality of command change irom one officer t¢o another.
Therefore, the ceremony should be offfcial, formal, brief, and conducted
with great dignity.

At the formal parade cerewmcay atteaded by the commander of the higher
echelon, the order is read directing the change of command after the
preseatation of decorations and awards, 1f scheduled: otherwisc, the order
is read after the Naticnal Anthem and "ofidic " portion of the
normal review sequence. AFR 50-~14 can give you the best guidance on the
formal change of command process.

——

cevs center”

Ceneral Sequence of Events

Here is a virtually "foolproor™ ordcr ol events ot a formal Change of
Command cevemony:

1. TFormation »f the itroop:.
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2. Presentation of troops and honors to the senior commander, when
participating, and to the former commander.

3, Inspection of troops (if desired).

4, Presentation of decorations and awards (as applicable).

5. Formal change of command.

6. March in review.
Invitations

Preparing and mwailing invitations 1is the responsibility of the

outgoing commander. He or she is also responsible feor ensuring invitations
are sent to the "officlal family" which includes commanders, chiefs of
staff, senior staff, etc.,, of all local units and activities as well as
higher headquarters. The relief officer should have his/her guest list
mailed in ample time (two to three weeks), and the officer being relieved

should screen this list to avoid duplication,

Change of Command Operations Plan (OPLAN)

Prior to the ceremony, issue a change of command OFPLAN. "his OPLAN
should have, as a minimum, the following:

1. Schedule of events (fair weather).

2. Diagram of ceremonial area (fair weather).

3. Schedule of events (inclement weather).

4. Diagram of ceremonial area (inclement weather).

5. Detailed list of services and equipment required or desired.

Programs

Printed programs can be very helpful to guests at the ceremony. Make
sure to allow plenty of time to prepare and publish them. Consider
including these things in the programs:

1. Command insignia, and/or a good picture of the unit's principle
weapon system,

2. Schedule of events for the ceremony.

3. Brief biographies and photographs of both the outgoing and incoming
commanders,

4, List of previous commanders and dates of command.
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Reviewiag OQfficer

The reviewing officer should be invited at least three weeks in advance
to partilcipate . A written invitation to the zeniov participant and guest
speaker(s) 1s appropriate, but it's also a good idea to check on senior
officer availability by phone first.

Rehearsal

A particularly complicated change of command ceremony almost always
necessitates a full "dress rehearsal' at lesst five working days prior ¢o E
the event. This is, of course, to allow enough time to work out any

problems or awkward situations that might otherwise come up on the day.

Necessary Materials

You will need most or all of the following dtems for a successful E
Change c¢f Command ceremony; in fact, you may want to make Chem part of an
overall checklist,

1. Narration seript.

2. Change of command and retirement ordars,

3. Decorations (as required). E

4, Decoration pillow.

5. Fflags, bases.

6. Reserved seating tags.

7. Reserved parking area.

8. Printed programs,

9. Retirement certificates (as applicable).

10, Cther specialized meterials, as required.

11. Prasentation roses for spouse (as appropriate).
12, iundio equipwment,

Other than Forwal Review (for those of vou who want wore detail)

Here 1s an exasple of a Change of Command ceremony by other than formal
review as it 1s just such a ceremony Ter which you may be yesponsible in
your protocol position. An acceptable ceremoay could se as followus:
1. Magter of ceremonies (usually the onrotocol officer) and
guldon bearer (usually rhe unit's [fi
enlisted advisor) are in place on s

Lrst sergeant  or senidor
{faw Plpurs 13)
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2, Master of ceremonies calls the area to attention.

3. Posting of the Colors at center stage, with appropriate
music, either live or recorded, if desired.

4, Senior commander, outgoing commander, incoming commander, in
this order march to the stage one behind the other and post to the
stage's left. (See Figure 16)

5. Playing of the Natlonal Anthem, live or recorced.

6. -Senior commander, outgoing commander, incoming commander take
their positions on center stage. (See Figure 17)

7. Presentations of decorations and/or awards to outgoing
commander by higher echelon commander (master of ceremonies reads
citations, gives medal/award to senior commander who presents it

to outgoing commander, then senlor commander assumes original
position).

8. Master of ceremony reads order directing change of command.

9. Change of Command per se:

a. Commander and guidon bearer are in place. (See
Figure 18)

b. Senior commander says, "Officer Center." Then the
senior commander faces left and the incoming and
outgoing commanders face right. (See Figure 19)

c. The incoming commander steps up to the left of the
outgoing commander. (See Figure 20)

d. Outgoing commander takes unit guidon from guidon
bearer and gives it to the senior commander. (See
Figure 21)

e. The guidon bearer, as socn as he/she is r:lieved of
the guidon, sidesteps right to be even with the
senior commander. The senlor commander who has
received the guidon from the outgoing commander,
gives 1t to the guidon bearer who 1s now in place.
(See Figure 22)

f. The outgoing commander salutes the senlor commander
and says aloud, "Sir/Ma'am, I relinquish c¢ommand."
(See Tigure 23)

g. The cutgoing commander takes two steps straight back
into the space previously occupied by the incoming
commander, (See Figure 24)

h. The {incoming commander takes two sidesteps to the
right, into the space previously occupied by the
outgoing commander. (See Flgure 25)
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1, 7The Iincoming commander salutes the senior commander
and says aloud, "Sir/Ma‘am, I assume command.” The .
senior commandey returns the salute. The senior g .
commander then takes the guidon from che guidon
bearer and gives it to the incoming commander. (See
Figure 26)

j. Once he/she is relieved of the guidon by the senior
commander, the guidon beavrer immedlately sidesteps
left to be even with the incoming commander., (See
Figure 27)

k. The incoming commander immediately gives the guidon E
to the guidon bearer who is now in place. (See :
Figure 28)

1. The senior commander says "Post' and the commanders
face right or left to once again face the troops.

(See Tigure 29)

m. The senior commander says to the troops, ''At ease,
please take your seats.”

n. The incoming commander, outgeing commander, and
guidon bearer go to parada rest.

10. Senior commander takes the podium aud the master of
ceremonies goes to the right of the stage. The senior commander
speaks to the audience briefly on an appropriatce topilc relating to
command and the new commander.

11. The senior commander presents the dincoming commander to the
troops. The senlor commander goes to the right of stage. The
incoming commander takes the podlium and says a few appropriate
words.

12, ‘The incoming commander goes to the rilght of stage while the
senior commander takes the podium. The senior commander gives the
podium to the outgoing commander, The senior commander then joins
the incoming commander at the right of stage.

13. The outgoing commander tekes the podium, says a few farewell
remarks, and then joins the senlor commander and the dincoming
commander at the right of stage,

14, The master of ceremonies takes the pcdium and calls the area
to attention.

15. ‘The Colors are retrieved. .
16, The seniow commander, incoming commander, ouigoing commander

depart from right of stage (in ihat corder) benind each other; the
Air TForce Song (if available) is played as they depart.

17. Once the commanders have left, the master of ceremonies
states the time and place of the reception for the new commander
and then dismisses the audiencs,
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D,
ﬁ The Change of Commaund cevemeny is only ome of the offlcial functions
‘ 1 (=4 ) R
W for which you will be responsible. There are many otherxs such as award,
53 decoration, and retiremeni ceremonies which we will examine next.
8%
‘ot AWARD, DECORATION, AND RETIREMENT CEREMONIES
%
\
.33 General
)2

An award, decoration, or retirement cevemcny iIs an occasion in which
the Air Force recognizes exceptional bravery, outstanding achievement, and
accomplishment of long and honorable gervice, and the ceremeny should be one
which will reflect the high esteem in which the Air Torce '0lds the
individual., The retirement order c¢r citation may be read, and the award or
decoration may be presented at a formel review, or the ceremony may be held
in an office or other suitable place. The occasion of an award, decoration,
or retirement ceremony is one of great importance to the individual and to

el his or her family, and every effert should be made to ensure a cerenoay

id which is weaningful and memovable.

gl

%; The presentation of an award to the wunit affords an excellent

K] opportunity to enhance command and community relatious. Therefore, it is a

iﬁ; good 1dea to coordinate the ceremony with the Public Affairs office which

N should arrange for adequate public relations and publicity planning and

Qf coverage of the event. At a minlmum, this should include photogrsphing the

L event and submitting an article to the local or base paper detailing the ‘
o~ event. f
e

Although mno specific procedures have been established for these
cervemonies, they should be conducted with formality., The commander or
his/her vice/deputy usually deterninas the tvpe of ceremony for an award or
decoration, A retiring member should be consulted as to whether he or she
desires a formal cewvemony. You will find the award ceremony is often held
at a military parade or retreat ceremony. Whether a ceremony 1s formal or
informal, relatives, friends, and co-workers should be encouraged to attend.
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&%) Preparation

2

.$~ To ensure coordinated effort, the following preparatory action zhould
» PRI - v - -

Za be taken. It will te the responsibility of the protocol ofiicer (or the

%@ . executive officer) to:

N

A »&‘

Ty . L .

Y 1. Determiue who will be the awarding ofiicer (vsualiy the

~ ., . .

wﬁ ) commander or the vica/deputy coumander), the aide, and the waster

%q of ceremonies, and vriel them to the exient necessary.

- 7

:@ 2, Ascertain the awardivp offizer's desires concerning time,

™, . . » -

T date, and place of the cermmcay. Make rega2rvations lmmedlately.

.‘\

2y :

,ﬁ 3. Contact the recipient to:
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a. Determine his/her availability on the date selected.
If not available, ascertain a date suitable to the
awarding officer and the recipient.

b. Ascertain if the recipient desires to have family
members present at the cevemony.

c. Ottain the names of special guests to be invited.

4. Extend invitations to members of the recipient's family, and
if desired, arrange transportation and appoint an escort.
(Transportation and escorts are often arranged only for ceremonies
involving posthumous awards.)

5. Extend invitations to special guests and a limited number of
friends and co-workers, notifying them of the date, time, and
place of the ceremony and the prescribed uniform.

6. Ensure the presentation room or other sappropriate site is

set-up, flags are 1in place, and the public address system is
operative,

7. Ensure all eiements necessary to the ceremony are om hand and
in order, the reader has a reading copy of each pertinent

document, and the aide has the proper awards or that they are on
the award table.

8. Prepare autoblogiraphical information on the recepient on a 5"
x 8" card for the awarding officer.

§. Arrange for a photographer and appropriate publicity.

10. Ensure all principals, guests, etc., are notified to report
to the place of the ceremony 15 minutes prior to the time
scheduled for the ceremony.

11. Brief all principals, guests, etc., on the ceremony protocol.

12. Notify the awarding officer when all is in readiness and
brief the final details.

Procedures for Awards and DMzcoratlon Ceremonies

The suggested und most generally follewed procedure for awards and
decoration ceremonies 1is outlined below. It 1s recommended that such
ceremonies, when done at a Commander's Call, be dor.e at the beginning of the
Call so it receives <irst attention 1n the midst of the initi.) Call
formalities. )

Upon arrival, the recipient's family is escorted to the appropriate
office where they will be briefed on the ceremony. They are then escorted
to their position for the ceremony.
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1. flave the master of ceremonles {usually the executlve
officer), aide, and members receiving decorations on stage, with
the audience in their seats at zero hour.

2, The first sergeant, senior enlisted advisor, or appointed
individual who is pested at the door, calls the area to attention
when the commander enters. Suitable commands are:

a., '"Squadron Attention’” for assemblies of all ealisted
members or mixed assemblies of officers and
enlisted.

b. '"Ladies and Gentlem2n, the Conmandex' for assemblies
principly involving officexs of both genders.

c. "Officer" or "'0ificer, the Commander" for assemblies
principly involving officers of either gender ox
both genders.

3. The commander walks to the front and posts. ‘The master of
ceremonies begins by saying, "Attention to Orders," reads the
award citation or the retirewment order, as appropriate. If a
retiree also receives zu award, the citation is read first, the
medal 1s pinned on, photographs are taken, and then the retirement
order is read., During this time, the aide is standing by the
awarding officer ready to hand over the award, the decoration, or
the retirement certificate at the proper moment.

When the award or the retiremeny certificate has heon presented, the
recipient follows tha iead of the awarding officer by shaking hands and
acknowledging congratulatory vemarks. As the ceremony ends, the recipiant
renders a final hand salvte, and afiter final photogcaphs have been taken,
the awarding officer or ~he reader (master of ceremonies) announces that
congratulations are in oiler and applause takes place. TIf the ceremony
occurs at a Commander's tall, the Call coeniinues at this point when the
honoree takes his/her eppropriate seat, usually reserved on tha front row.
If a reception is appropriata after the Commander's Call, 1t should be
announced at the conclusion of the ceremony, but before the Call continues,
It may also be briefly mentioned at the ccnclusion of the Commander’s Call
per se. If the ceremony is conducted apart from a Commacder's Call or other
on-going general military ascembly, then it is usually appropriate for the
honoree Lo taxe 2 convenient positioa sfter the presentation so the audlence
can fi1le past and offer their congratulacions.

Ordce of Presentation

If more than oune medal is awarded, tne first ove presented is the wmedal
of highest precedence., If the wmadals are lidentical, the highest ranking
menber Jjs presented the awmdal Tirst. (Example: A staf{ cergeant sghould
receive a Bronze Star before a captein would be presented a Commendation
Medal. If the captain alse earned ~ Ironze Stary, he or she would be the
first honored.) The fact that a decovation vecipient is reeeiving the same
medal for the third ov fourth ¢ime (i.e. cak leal cluster) does not change
the above order of presentatior. dxample: A captain is recelving
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Commendation Medal for the third time at a ceremony where a major is
receiving one for the first time; the presentation 1s made to the major
first and then to the captain.)

L Sk A

Recognition of Members Being Retired

Tradition. Recognition of members who are retiring from a career of
leng and honerable service is one of the oldest traditions of military
service. Fach one should leave with a tangible expression of appreciation
for his or her contribution to the Air Torce and its mission, and with the
assurance that he or she will continue to be a member of the Air Force
family in retirement.

o g 3

S el

Responsibility. Commanders must ensure contributions of members who
retire are carefully evaluated and recognized. Commanders will hold a
retirement ceremony for all retiring members. The overseas commander should

o hold a retirement ceremony and present DD Form 363AF, Certificate of

: Retirement, at the overseas base for those going back to a base in the CONUS
U for retirement. If for military reasons, this can't be done at the overseas
E base, the ceremony will be held at the CONUS separation base. As part of
5 the advance notice, the overseas CBPO must tell the CONUS CBPO if a ceremony
T should be held at the CONUS base. These instructions apply to personnel
2 being retired under AFR 35-4, Physical Evaluation for Retention, Retirement,

and Separetion, and AFR 35-7, Service Retirements.

Ceremony. A formal ceremony is a courtesy that must be offered to all
members. To a retiree, the retirement ceremony is the most important event
in his or her career. The ceremony should be in keeping with the customs
and traditions of the service and, preferably, be conducted by a general
offfcer. Ceremonies held as part of formal military formations, such as
retreat and parades, are encouraged when conditions permit. Relatives,
friends, photographers, information service persomnel, and local public
relations representatives should be encouraged to attend. DD form 363AF and
the Air Force Retired Lapel Button (AFR 900-48, Decorations, Service, and
Achievement Awards, Special Badges, and Devices Chapter 12) arz presented at
the ceremony, along with any awards, decorations, honors, and/or letters of

\g\ appreciation. Formal ceremony procedures must be followed in all cases,
Mot unless the member prefers otherwise. If the member does not want a formal
D\ ceremony, or for any reason (terminal leave, hospitaiization) cannot be
gg present for duty on the date of retirement, the Certificate of Retirement,
o

letter of appreciation, retired lapel button, aad any decorations are
presented personally by the member's commander, vr an officer designated by

i &
Yl

. the commander, who expresses appreciation for the member's service. The
:$ retirement certificate should not be mailed to a retirement address unless
;ﬁ the member asks that this be done, or if there is no other choice,

b
SE A Reserve member, who is entitled to retire in a permanent Reserve
ﬁ% grade higher than the active duty grade he or she is serving in, may wear
By the uniform and insignia of the higher grade during the ceremony. Non-EAD
;}i members being retired ov transferred to the Retired Reserve may take part in
iﬁﬂ retirement ceremonies. If they are eligible, on the date of such transfer
i; to the Retired Reserve or retirement, to receive retired pay under any
XY,

48

ST
-~
B3




R e

provision of law, they are given DD Form 363AF. 1f noty, they are given AF
Form 951, Certificate of Transfer to the Retired Reserve.

4
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Letter of Appreciatlion. 4 letter of appreciation usually is given to
members who retire with 30 years oi active federal service. Those with less
than 30 years' active service get a letter at the discretion of their
commander. HQ USAF/MPG prepares the letter for general officers, All
other letters are prepared by the commandey or a senlor officer of the
member's unit. If the member is being advanced on retirement to a higher
grade, the letter is addressed in the higher grade and is presented with the 3
Certificate of Retlrement. A letter is not prepared if the:

1. Member is retiring in place of demotion, elimination, or
other administrative action; or

XX Y LP o M T, BByt

2. Member's service has been marred by adninistrative
admonitions, punishment, reprimands, or mediccre performance.

Decorations and Awards., If a retiring menber is to be recommended for
a decoration, the commnander should ensure the recommendation 1s sent in far
enough 1in advance so , if approved, 1t may be presented at the retirement
ceremony . The recommendation must reach the approviang headquarter at least
60 davs before the date of member's retirement. Retiring members who do not

receive an award mav want to have their ceremony separate from those who are
receiving awards.

Checklist. Personnel who arrange for retivemsnt cersmonics must keep
in mind the retirvement ceremony is an eveant of great significance to the
member. Commanders aust take an active part in the preparation and conduct
of the ceremony. To help prevent cerror or oversight that might offend the

retiree or leave a bpad dimpression, the following checklist should be
observed:

e e i

1. Determine the type of ceremony desired (formal or informal).
The commander will schedule a formal ceremony and notify the
member, If the member rells the commander that he or she does rot
wvant a formal ceremony, thenr an informal ceremony will be i
scheduled. Set the date, time, and uniform for participants. |

2. Determine the status of award recomwendaiions and eansuvre all f
award elements (that is, certificates, letters, unedals) and the i
retirement certificate are available. Avoid using “dummy"

elements that the retiree can't kee

3. Make unote of the ceremony date and time on the coumander's

i
calendar and advise him oy her of details.

4, Prepare autobiocgraphical remarks for comeonder's use on a b"
x 8" card,

5. Reserve room or other location feor ithe cerenomy.
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RET1REMENT INFORMATION FORM

Please complete this form and return to CCP (Protocol) by
NAME (Include nickname, if applicable):

RANK:
CURRENT DUTY TITLE:
OFFICE PHONE: HOME PHONE:

WIFE'S NAME (Include nickname, if applicable):
NAMES (and ages) OF CHILDREN:

SPECIAL GUESTS WHO PLAN TO ATTEND THE CEREMONY: -

INCLUSIVE DATES OF ACTIVE MILITARY SERVICE & TOTAL YEARS:

If you had a break 1in service, indicate dates. Indicate any inactive
Reserve time, 1f applicable:

DATE AND SOURCE OF COMMISSION (Location):

PLEASE LIST ALL MILITARY ASSIGNMENTS (with brief summary of

inclusive dates. Please do not usz acronyms).

position and

Figure 30
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Retirement Form Continued:

MILITARY ASSIGNMENTS (Cecut):

AWARDS AND DIECORATIONS YOU HAVE RECEIVED:

PLANS FOLLOWING RETIREMENT:
FORWARDING ADDRESS FOR RETIREMENT PICTURES:
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6. Ensure a public address system is available and working.
1. Announce ceremony in advance.
8. Arrange flight line "quiet time" if required.

9. Find out who and how many personal guests the retiree is
inviting and arrange seating.

10. Prepare a printed program as appropriate.

11. Designate a person to read the citation or retirement order
and provide elewments to him or her in advance for practice.

12, Designate one person to be in charge of bringing all elements
to the ceremony.

13. Arrange for photographer.

l4. Determine requirements for flowers.
7igure 30 1s an example of a retirement information form that 1s most
helpful when filled in by the retirece. AFKR 35-7 is the basic gulde on Alr
Force retirements, and it contains additional information you will need on

this subject. The following ceremony is an extension of recognizing a
nilitary member's or veteran's service to our country.

THE MILITARY FUNERAL

The military funeral ceremony is founded on tradition and represents
our nation's appreciation for a member's service and sacrifice. The
following 1s a brief presentation of the regulation and rules involved. AFR
143-]1, Mortuary Affalrs, provides detailed guldance,

Alr Force Policy

The Alr Force considers it a privilege to assist in the conduct of
military funeral honors for active and retired members and veterans who
served honorably in the Air Force. Honors will be furnished, consistent
with available personnel and resources. Commanders at all echelons will
place sufficient emphasis on thls program to ensure honors are rendered
accordingly. Each base 1s responsible for providing requested funeral
honors support within the base's assigned geographical area, usually covered
by the ZIP code. The wishes of the next of kin regarding the type and
extent of honors to be furuished wlll be paramount, limited only by the
capabilities of the base. Immediately after recelving the request to
furnish military honors, the base mortuary officer obtains all pertinent
information and makes appvropriate preliminary arrangements.
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TYPES OF VUNERAIL CEREMONIES

General lonsidervations

Because so many variations of the basic cercmony are posslble, no one
ceremony can be praescribed that will be aporopriate fox all wmilitary
funerals. ‘The need for variation way be directed by a number of factors
such as the physical layout cf the area, the speclfic desires of the next of
kin, and the time of the year. The diffcrent types of ceremonles avallable
include - but are not  imited to, the complete Alr Force funeral, the

complete ceremony less chapel service, graveslde service, and the memorial
service.

Complete Air Force Funeral

This ceremony 1s provided when all the required persons and =a2quipment
are available and when desired by the next of kin., Since there is specific
protocol to be followed, it is imperative that you refer to AFR 143-1,
Chapter 16 for guidance. Another guide is Service Etiquette, Chapter 40
that has step by ctep details to advise you.

Funeral Without Chapel Service

For this sevvice, the procession usually forms at or near the entrance
to the cemetery, The mortuary affairs officer supervises the transfer of
the casket from the hearse to the calsson or makes provisions for the hearse
to be 1ncluded fu the procession. While the casket is being transferred,
the escort is brought to present arms aud the honorary pallbearers uncover
or salute as appropriate. The funeral procession then forms aund proceeds as
prescribed below,.

Graveside Service

The military element (chaplain, body bearers, firing squad, and bugler)
participating in the service are in position before arrival of the remains.
Again there are specific steps to be follewed and will be supervised by the
mortuary affairs officer. Since this ceremony is most revetrend, it 1is
critical that the base protocel officer, if iavolved. has a plan to follow,
There is no room for ignovance or errox.

Memnrial service

Services are held ia a chapel withour the ramalns being present,
Usvally performed when the funeral sorvice i1s held elsewhere, when large
rroups of people are involved and cannet attend the funerai, and if the
remains are not raecovered.
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ITEMS OF INTERKEST

Cannon Salute

The funeral of a flag or general officer (active or retired), which
takes place at or near a military installation, will be marked with minute
guns equal to the number to which the officer was entitled and will be fired
at noon on the day of the funeral. The cannon salute corresponding to the
grade of the deceased will be fired immediately after the benediction,

followed by three volleys of artillery, guns firing simultaneously, or three
volleys of musketry.

Aviation Participation

When there is aviation participation in a military funeral, it is timed
so the airplanes appear over the procession while the rvemains are being
taken to the grave. When the funeral is that of an aviator, it is customary
for the airplanes to fly in a normal tactical formation less one aircraft,
indicating the vacancy resulting from the loss of the deceased.

The Flag

The flag that covers the casket symbolizes the service of the deceased
in the Armed TForces of the United States. The three volleys that are fired,
according to ancient belief, are to scare away evil spirits. The playing of
"Taps" over the grave marks the beginning of the last sleep and expresses
confidence i{in an ultimate reveille to come.

If a service member dies while on active duty, the United States flag
for the funeral ceremony 1is provided by the Air Force. However, if he or
she dies as an honorably discharged veteran, the flag s« provided by the
Veterans Administration, Washington, D.C., and may be procured from the
nearest post office. Postmasters require proof of an honorable discharge

before issuing the flag for use at fumeral ceremonies.

The flag is folded immediately after the sounding of ''Taps." The body
bearers hold the flag at the pall over the grave and fold the flag in the
accustomed manner (Figure 12). The senior body bearer hands it to the
chaplain or the officer ian charge, who in turn presents it to the next of
kin or a representative of the family.

Checklist

If you are in charge of a military funeral, you must have specific
information in order to carry out the arrangements. To ensure accurate
information, a checklist may include the following:

1. General Information

a. The name, grade, and secrlal number of the deceased.
b. Religlous faith.

c. Name and address of funeral director,.

d. Name and address of next of Vin,
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Personnel

a. Chaplain of appropviate feaith; namre, grade, and
serial aumber,

b. Appropriate escort.

¢. Band, Color Guard (4 wmen), body bearers (6 or 8),
honorary pallbearers (usuvally & to 10), firlag squad
(8), bugler.

Equipment

a, Aerial escort.

b. Caisson.

c. Blank cartridges for funeral volleys.

d. Interment flag for civilian funeral director.

Next of Kin

What type of service 1s desired: time, date,
location,

The name, rank, address of service chaplain, or the
name aad address of civilian clergyman.

Type of funeral procession, if desired.

Honorary pallbearers, elected by family or command;
their names, addresses, telephone numbers.

The type of graveside ceremony: with volleys?
"TGPS?"

Ceremonies by fraternal or patrietic orvganizations.
Approximate number of relatives and frieuds
attending services,

Music: aay particular cowmpositions?

Civildian Funeral Dirvector

Name and location of cemctery, exact locatlon of
grave site.

Time and date of interment services.

Will he trvaunsport flowers from chapel to grave?
Collect cards from flecwers tc be givea to next of
kin?

Miscellaneous

o I £l

Deternine routes of march, positiors, etc.
Arrange for traffic contral,
Make certain euvipmont i:s rea
and place.,

ac the vight time

Ensura each person takiny  pcart in the  funeial
coremony knows nis/her dutries
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. RETREAT

)

fﬁ The retreat ceremony serves two purposes; flrst, it signals the end of
- the official duty day, usually 1700, and second, the ceremony pays respect
it to the flag., The base commander normally designates the time for this

ceremony. Traditionally, the bugle call, "Retreat,"” 1s sounded and is
followed by the playing of either the National Anthem or '"1o the Colors."
Everyone must stop whatever they are doing if they are ocutslde and face the
flag. During the bugle sound, stand at parade rest, then come to attention,
and salute during the National Anthem or "To the Colors." If one is driving
along in a car, the proper action is to stop and sit quietly until the music
ends. Passengers in the car are expected to do the same.

Conclusion

You have now reviewed & few of the official ceremonies that take place
on military installations. These ceremonies are a major responsibility of
the base protocol officer. Ceremonies are not difficult, but they do
require careful planning and thoughtful execution. By belng prepared,
paying attentlon to the detalls, and smoothly following a plan, you can
ensure a successful ceremony. We are not through yet, we will now proceed
to the social scene and official entertainment.
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'R' ETTQUETYE AND OFFICIAL HILITARY ENTERTAINMENT
;; INTRODUCTION

LY
'ﬂ An Air Forre offjcer generally is fam{liar with the broad requirements
?;} of etiquette~-the rulcs and forms prescribed by convention for socially

acceptable conduct and behavior. As presented eavliier, protocol is a code

;“ of established guideclines on proper etiquetie and precedence which, when
;Q folloved, lays the foundaticon fov a successiul cvent. Numevous books of
{% etiquette are available to consult to learn the specific procedures for a
;;f particular social function. It behooves the protocol officer to keep
5:~ Informed on accepted social nrocedures, particularly as they are observed in
P the local community. laformavion on the rules of etiquette 1n this
! handbook, as adapted to the milltary organization, is provided in reiatien
:i. to official socilal functions primarily fLor the guidance of the protocol
7 officer. Much of it, however, provides guidance to any officer both as a

guest and host at a social function.

PRECEDENCE

‘ pSALLAAL ol ol

n&s One of the protocol cfficer’s most imvortent duties, as you have

ﬁﬁ already read, is to determine ipm a given group of dignicavies (military,

1y civilian, aund foreign) "who outranks wiow,”" and to emsure each dignitary is

;) accorded the courtesies snd honers rank and/oy position eutitled. In
% civilian circles, precedence 1s aiso obsevved at officisl functions;

fy however, the promlnence of the guest, his ape. aad achievements may
Q“ determine his position In the ovder of precedence., At nilitary of ficial

Ao functions, including social activicles, precedence is obsarvnd strictly on

" the basis of the Individual's rank and/er pesition.,  Ia official circles, a
n wife 1s given the pesition of precedence commensurave with her husband's

;SE ran!. or position. Also, a woman who holds a pesition of prominence normally

= accorded honovs iIn officiul cireles is yfvan the camicnsuraic position of

Tﬁ precedence; and her husband 0 cives i saae posicion,

A

%

\; Normaliy, & man ia 13000Cicea 1O o Woiaiit, ~u- b 2= “falic, 1'd 1{ke vou
\q te meet Colonel ach, =iy, chis is @y foiena vily ever,”” You honor the

.,J woman by saving hes nane U, Ghete aie Ladee Lmporifaut exceptioas o

o this rule, however, e Miodies tirst? ocraditicn 10 the
% lady is vour wifa., "% e rartrouctious aton, nenhers
\.;L‘
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of the armed forces, men and women, who are on duty or at official
functions. Follow the rule of rank: the senlor is named €first--"Colonel
Francis, I'd like you to meet Major Valerie Elbow, wy Executive Officer.
Major Elbow,., this is Colonel Francis, our Alr Base Group Commander.' The
third exception is when introductions involve the President of any country,
a King, or Church dignitary. 1Two other gemneral rules you should be familiar
with are: (a) young people are presented to clder peoole (barring rule of
rank for military) and (b) a single person is normally introduced to a
group.

RECEPTIONS

‘The reception is a popular social function in the service. Receptions
can be large or small, take many forms, and cerve many purpnoses. They are
usually held in honor of someone such as a dignitary. They are also held to
mark a special occasion such as an officer's retirement, The purpose is to
have as many friends and acquaintances of the hosts meet the guest(s) of
honor. A reception 1ls somewhat more formal than a cocktail party, and there
is always a receiving 1line. The hour is wvariable, depending on the
occasion., It is normally held at any time over a two hour period between
1600 and 2300--1600 to 1800, 1700 to 1900, and 1800 to 2000 are the favored
times. Often the reception held between the hours of 180(¢ and 2000 becomes
a "reception buffet,”" and the menu may include, for example, such foods as
sliced turkey, ham, roast heef, or lobster newburg, chicken a 1la king, a hot
dip ¢r two, and sometimes dessert. Beverages, including punch, are also
served,

At a formal receptions, punctuality is a must, and guests should arrive
at the scheduled time aund go thiough the receiving line. Just as arriving
late 1s Jn bad taste, it is equally bad taste to partake of cocktails at a
rece - .on before going through the receiving line,

e e oA ke ot e LRk itk ke b ik -t i AL % A A ekl Sinr L ALk Sheis

At less formal receptious and unless othevrwise specified, guests may
arrive and leave any time between the hours specified for the reception.
There 1is no particular rule as to the length of time guests should stay at a
reception, If the room is crowded, however, out of consideration for the
other guests, they should stay no longer than an hour and may, of course,
leave earlier. In this case, it is not necessary for guests to wait until
the guest of honor, if there is one, has departed.

Dress

Usualiy, the host determines which uniform the officer shall wear. The
spouses' attire is determinad by the time of day. 1In the afternoon, a suit
or simple dress will cerxtainly bhe appropriate. After rvetreat or early
evening, wear cocktall type clothing, The later the reception, the more
formal the dress,

Receiving Line

The receiving line is f{ormed from right to left as follows: first, the
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protocol officer or aide followed by the host, the hostess, the ranking
honored guest sad spouse, the second ranking honored guest and spouss, etc.
1t 1s best to have neither less than three nov move than six in the line,
excluding the protocol offlcer/aide, if possible; a greatar number tends to
restraln an optimum flow of guests.

At an officiai function, thc protoecol orficer oxr aide stands nearest

the door and a little to the sida of the lina, and announces the names of

the guests as they starc turough the recelving Liune, (If possible, t:

protocol officer should be free teo control the movement of the line & ;

. oversee the other details of the function.) ]

Guests should identify themselves to the announcer by iheir last name
only, if name tags have not been provided, At an Aix Force frnetion, and at
the White House, the man precedes his lsday through the recejiving line at
official functions. No oane should offer his hand to the announcer, since
the announcer is uot cousidered a member of the receiving line. Guests
should limit their conversacion with the m2mbers of the receiving line to a
simple "How do you do?" ov "CGood afternocn,” ¢z "Good evening.'" They
should move slowly, shuaking hands, and greetiag each member as they are
presented, It is most Impertant that guests move immediately from the end i
of tihe receiving line to the refreshment area, to make voom for the guests -
following them.

Flag Arrangenent Behind the Receivinz Line

entrance to the bullding to greet and eszori distinguished guests to the

&

s i

i

The US flag always precedes any othey flag. It & forelgn dignitary is |

. . - : P ~ Ty v N . ra 1

being hounored, his coumtry's Flag will be noxt | then tha U5 deparitment {lag '

p . A j

followed by the general’s flag at the end. !

i |

Exj{ Assistant Hosts and Hostesses }
e .

Ku:: 1:4. 1

LA For large social gatherings, the protoccli officer coordinctes with the |

Ly £ o (8] . 1

hostess in selecting junior officevs and thriv soouses to act as assistant {

@ i

nosts and hostesses, These nosts and hoestesses  are statloned at  the ]

|

[}

receiving line. In the receptioun arez, the assistant hoste and hostesses :
introduce the guests to each other, see the guests are served, and help in :
other ways to eusure guests ave wa comed. If che juests include :
distinguished persons other than khe uesti{s; of honui, lecal senior :
off cers and their spouses are requesced o ensure thave puests are welcomed
ana personally escorted during the varsy.

OFFLCLAL LUNACHESNG

Most official lwmcheors are neld in benor »f a wvisiciag dignltary. ‘
These luncbeons are often stzg ound {requontly arvse termed working luncheons,
However, when a digmitary's cuoudd &iboaus, othes spouses are to be invited.

The table arrangomantsz 2d sesvece a-¢ zbovg vthe sam: a2 for an
informal «diuaner. Three coursss - ¢ caziowacy, or  four at the  wost,
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Usually, food served at noon is lighter than that served at evening meals.

Place cards (see page 65) are a matter of convenience, and may be used
for as few as eight or so guests. The table probably will be covered with a
white cloth; however, coordinated colored cloth and napkins are fine and add
to the setting of the luncheon. There should be a centerpiece, but no
candles are used on luncheon tables. The first course is on the table when
everyone sits down. Each course i1s served by wailters or waitresses.

TORMAL DINNERS

Today's formal dinner i1s what was termed semiformal in days when
stewards or waiters were easily obtained. The maln difference between
today's formal dinner and the tyruly formal dimmer is in the service: fewer
walters will serve fewer courses to the same number of people, and black tie

1s usually worn by the men, women in long dresses.

A table cloth of linen, damesk, or lace may be used, The cloth should
never overhang the table by more than 18 inches nor less than 12 inches
unless it is 1Intended to be floor length. The first course of soup or
seafood usually is in place on the table when the guests sit down, but it is
preferable that hot scup be served after guests are seated in order that it
not get cold. ‘Three or four courses are customarily served,

INVITATIONS

The semi-engraved invitation card simplifies the preparation and actual
writing of invitations. These invitaitions require compieting the guest's
name, the time, place, dress, and occasion. They should be in the third
person, in black ink with the date and time written completely. The dress
is handwritten in the lower right hand corner, Honor guests are designated
at the top of the card. The semi-engraved invitation is adaptable to most
occasions; however, two other means of invitation are acceptable for
informal social functions.

The telephonic invitation may be used for informal socizl functlons,
particularly to invite members of the command. When this form is used, a
"To Remind" card shnuld be sent upon acceptance. The "To Remind" 1s simply
the semi-engraved iavitation, completed in the same format as 1f it were an
invitation, except the R.S.V.P. is lined through and "To Remind" written in
the lower left hand corner. The invitation sent to a guest of honor only
serves "To Remind,” so 1t should not bear any indicatinn of the purpose of
the occasion,

There are certain occaslons when the recipilent c¢f an invitation should
be afforded more explanation than the semi-engraved card contaius. Except
for formal occasions, a personal letter cf invitation signed by the
commanider 1s appropriate. An exemple wculd be an dnvitation to a guest
lecturer which includes an iavitation to dimmer. iun this case, the letter
serves several purposes and upon acceptance a "To Remind" cord is prepared.
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It is accepted practice in instances such as this to deliver the "To Remind"”
upon arrival at the command, rather than mail it separately.

Getting back to the invitation ILtself, "Regrets Ounly" in the lower left
corner 1is used when negative responses are required. However, "R.S.V.P."
meaning 'please reply" 1is used 1f the iuvitation is for a meal, and/or
acknowledgement. Also, in place of an "R,S.V.P.," a separate card may
specify person (or office) and address to which replies are to be sent; or
it may specify dress. Both of the response forms "R.S.V.P." and "Regrets

Only" are correct; however, the first is preferred in official and
diplomatic circles.

The only abbreviations used in a formal invitation are "Mr.", '"Mrs.'",
"Dr,", and "R.S.V.P." . The word "junlor" is spelled out with a small "j"

unless the name of the person issuing the invitation is a long one, in which
case "Jr." is correct.

Although the phrase, '"request the pleasure of the company of" is used
most frequently, the phrase, '"request the honor of the company of" is the

most appropriate choice on invitations issued by and to ambassadors and
other high-ranking officials.

Envelopes for all invitations should be handwritten in black ink and
addressed Iin the full name of the husband and wife unless the guest is
single. (Example: Lieutenant Colonel and Mrs. John C. Smith)

Regardless of the occasion or form of invitation used, the invitation
should be extended two weeks in advance. This permits the guest ample time
to arrange his/her personai calendar and affords the protocol staff time to
react to declinations, 1f necessary. Conversely, invitations must not be
extended so far in advance so that the guest is unable to determine whether
the schedule will permit attendance. Normally, three weeks is the earliest
an invitation should be received. TFlgure 31 gives you an example of a
seml-engraved invitation.

SEATINC: LUNCHEONS AND DINNERS

Arrangements

For official lunchecns and dinners, the protocol officer determines the
seating arrangement, prepares a seating chart, and coordinates the chart
with the host. The chart-~a diagram of the table showing the location of
each guest's seat--1is usually displayed in the room where cocktails are
served so guests may caslly refer to lt. Iu determining seating posicion,
precedence 1s the protocol officer's f{lrst consideration; however, the

final determination is made on the basis of experience, judgment, and common
sense.

At an official dinner, accordiug to precedence, at a rectangular table,
the ranking lady i{s seated «t the right of the host, and the rsanking man at
the right of the hestess. The second ranking lady is seated at the left of
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the host, and the second rankiung man at the left of the hostess. Theu ithe
third ranking lady i1s seated at the vight or the highest ranking man, and
the fourth ranking iady at the left of the second rankiag mwan. The third
ranking man 1is seated to the right of the vanking lady, and the fourth
ranking man tc¢ the left of the second ranking lady. Thus, with a
rectangular table, the lowest 1la rank will be seated nearest the center of
the table. At an official luncheon when ladies are not iIncluded, the
visiting dignitary is given the place or honor &t the right of the host, |
depending on the shape of the table, or he may be seated directly across i
from the host. Also, 1f rhe guest of honor 1is outranked according to 1
precedence by another guest, the senior guest may te seated at fhe right of
the host, and the guest of honor placad across the table from the host.
Examples of a seating avrrangeweni: are shown in AT 800-1,

As stated above, the ranking lady is always seated to the right of the
host and the ranking man to the =ight of the hostess. In seating the
remaining guests, bprecedence is the guide, but other consideratilons may be
determining factors. When foreign gueste are iuncluded, for example, 1t is
considered courteous to seat them between guests from the host country, even
though the rank of the latter may be higher. Linguistic ability may be a
deciding factor also in seating foreigi guests. In seating guests without a
protocol rating, age, prominence, and mutual interests may be considered,
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G and these guests may be placed between those ¢i official rank ia the most

hﬁ conganiial arrangement. If seating according to precedance results in a wife

Oh being next to her husband, the wife is moved, !

's-'\:': |

j@: A bachelor or widower entertaining with a dinner party way ask one of 1
the lady guests t¢ act as hosiess to balance the table, or he may give !

<o prowinence to the rank;ng man by asking him fe sit as the co-host in the |

E?: position normally occupied by the hostess. 1

o
jﬁﬁ At a mixed affair, an even number ol zuest coupies allows a standard |
WY arrangement. When there are 6, 10, !4, or 18, etc., people seated at a 1

table, the host and hostess sit at opposite ends of the ¢able. Any
multiples of four, such as 8, 12, 16, eic., mean the host and hostess cannot
sit opposite ecach other without having to vlace two people of the same sex
together, To avoid this, the hostess mavy glve up her position at the end of
the ta™le and move one seat to the iefy, which places the

male puest of
honor opposite the host.

It is readily apparent that value judgmencs arve a najor determinant of
an effective seating arrangement. Strlcet rtules of precedence, such as
man-woman-man-woman, canmnot always te appllied. Onc obvious solution cften
overlooked, is to add to the guest 1ist as necessary and ii space and other
factors permit this, 1t can be a most effective sointlon. Other factavs
being stable, congeniality can be effectively applied. Rules ol protocol
should always be used, but when thoy are iwpractizel, inhe protecol officer
must be able to justify a particular seating arrangement, If the reasoning
is sound, the seating will be successiul.
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Procedure

In proceeding to the dining avea, the host leads the way with the
ranking lady, and seats her & hils rilght. The hostess, escorted by the
guest of honor or the ranking man, enters last. In some cases, this
procedure is changed; for axample, when the guest of honor is a high-ranking
diplomatic official or a povetnor, t!. hostess, with the gucst o¢f hownor,
enters first and is followed immediately by the host with the wife of the
guest of honor or the ranking lady.

Each man escorts his dinner partner--usually the lady to be seated at
his right--to the table. At large official functlons, escort officers and
aldes ensure each man knows otr is presentcsl to his dinner partuer. Also,
the protocol officer may give each guest a small folded card containing
dirner partner's names, or the guest may learn his dinner partner's name by
checking the sesating chart.

Name tags are recommended at large official social functions tc revide
individuals who are strangers to each other with the name and rank or
positicn of persons with whom they may be engaged in corversation. Name
tags also serve as an invaluable aid to the protocol officer, since unissued
tags indicate guests who have not arrived. If inquiry reveczls these guests
will not attend, the protocol officer can take actilon early to rearrange the
seating, change the seating chart, rearrange place cards, and remove excess
dinmnerware settings from the table, and thus elimlnate empty places at the
table. This rearrangement takes time, and the sooner it can be
accomplished, the better, to avoid delaying the dinner. Any empty place at
the table is an iadication of thoughtlessness or lack of thorough planning,
and 1s embarrassing to both the host and the guest of honor.

PLACE SETTING

An  inportant 1rule tc follow for setting the table 1s to avoid
overcrowding. Allow at least 24 inches of table space for each person. The
minimum place setting is the tesspoon, place knife, place fork, and salad or
dessert fork. The next most needed pieces are the butter spreader and soup
spoon. Other »lace setting pieces that are most commonly used are the
cocktail~-seafood fork, demitasse spoon, iced beverage spoon, and individual
steak knives.

Silverware should be placed on the table in the order of 4its use,
starting from the outside and working toward the plate. There are some
basic rules for placing rsilver,

1. The silver, napkin, and plate are lined up approxlmately one
ineh from the edpe of the table.

2 el e
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2. Forks are placad at the Left of the plate, axcapt the seatood
fork which is placed at the right of the spoon, tines up.

3, Never place more then three forks on the table at any one
time.

L, Knives and spoons ave at the rignt of the plate with the
blade of the knife facing in toward the plate.

5. Spoons for tea and coffee are placad on the saucer at the
right of the handles beiore service.

6. Dagsert spoens and/or forks are usually brought in on the
dessert plate with the spoon at the rvight aad the fork at the left
of the plate.

7. The iced beverage spoon mav be pilaced on the .ahle at vhe
right of the soup spoon or it may te laid above the plate with the
handle ¢f the spoon at the right.

8. The individual butter knife is usually placed across the top
of the buttev vlate parallcl with the edye of the table,

A& china service consists of plates for breckfaest, lunch, divnner, coffee
and tea cups, sevving dishes, and various sized plates for other purposas,
The large flat plates are called dinner plates and are used for the main
course. A smalier plate is used for a luncheon, and a plate smaller still
may be used for dessevi or salad, Various size plates are needed for
butter, fruit, etec., and cups or bowls for soup. "lace plates” are the
plates chat are pre-set on a formal otv semi-formal table when the guests sit
dowa. RNo food is actually served on place plates,

PLACE CARDS
Place cards ensure each guost can casily find his or her rlace at the
table. They also help the puests to identify persons seated next to thea.
tiames on place o -rds should be lavge eacuzh fto be aasiliv read by gurzts to
the rvight and ieft, and the card s uld be placed 2bove the piate 1n a

.

position wheve "¢ will not be disturbed. Place coods shorld Yo handwrxitien
. in black ink. uey should show the fully spelled ont viltle ana last name of
the anest.  The ls one exception: when the military ti«le has two words,

use the conversa. onal vitle. For exanpl., ihe piace cuva 7or Major General
Srith would read "C-neral Suiitu." For aesignavey sentor oiiclals, omit the
name and usa only .he title, For example, ™Mihe Yocrerare of Defense' is
correct. When the Aiv Feorce generqi of ficer place cars is wseda, the rank of
the host determines the card to us sven thagv tha =) mey outrank
himfhev, T the Lol 1o A0L a geneca. ~171Cei. el cards or thosa
provided by wmost officers’ clubs may Lo ased
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TOASTS

A toast expresses good will toward others on a soclal occasion. This
form of verbal greeting is rendered to the guest of honor by the officers
who are hosting and participating in the affair.

In the 1l6th century, it became the custom in Fngland to add toasted
bread to drinks. The toast became saturated and sank to the bottom of the
goblet and somecne challenged "toast." 1t was necessary to drazin the goblet
to get to the toast, From this custom, the term "toast" came to be applied
to a drink of honor proposed to some person during the course of a wmeal.
Today, the toasts usually are proposad at the end of the dessert course.
The tcast usvally begins with a welcome to the guest of honor. If the guest

is accompanied by his or her spouse, reference may be made to the spouse, as
well, during the foast.

The person offering the toast stands and raises a glass., The others,
except the guest of honcr, ralse thelr glasses in salute to express good
wishes or congratulatioms, and then drink to that saiute. Those guests who
do not drink alcoholic beverages should raise their glasses during the toast
and merely touch the glass to their 1lips going through the mwotions of
drinking without actually doing so. The guest of honor should neither railse
a glass nor drink to the toast in his or her honor. After the toast has
been proposed and made, the guest of honor may stand to thank the others and
then may also offer a toast 1n return. However, it 1s not considered a
breach of etiquette for a very high ranking officer or dignitary not to
return the toast. The order and subject of all toast should be prearranged.
In addition, the host should inform the guest of honor as to the nature of

the toasts and when they will be offered. This 1s so the guest of honor may

know what to expect and how to react,

Ceremonial Toasts

At an official dinner honoring a foreign dignitary, the host may
propose a toast toward the end of the meal, to the sovereign or President of
the guest's country. This toast is generally followved by the natilonal
anthem of the country. The guest of honor would respond with a toast to the
President of the United States, followed by the National Anthem. If several
nationalities are represented, the host may propose a toast collectively,

naming th-- countries successively in order of seniority of the
representat ives present, he highest ranking representative would respond

in behalf ef all countries by proposing a toast to the President of the
United States. Everyone drinks to a toast, except the individual to whom or
to whose country or service the toast 1s proposed. Toasts to the head of
state of a country are gilven as stated dn the following example: At an
official dinner for a high-ranking British official, hosted by an American
officer, the host would rise during or after the dessert and say, 'Ladles
and gentlemen - to Her Majesty, Queen Ellzabeth the Second." After the
toast had been drunk and the guests were seated, the British official would
respond by rising and s. ylug, "The Pre:ident c¢f the United States." Tor
specific customs of other countries it is recommended you contact the Air
Force International Affairs Of {ice (HQ USAN/CVAI) or the State Department.
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ENTERTATNMENT

At the more formal dimnner, the commander mayv wish to have some form of
entertainment f[ollowittg dinner. This 1s an excellent time to sevve liqueurs
and 1f done effectively can serve as an excelleut finale to an enjoyable
evening. For purposes of the Air Force,. no funds should be spent on after
dinner entertainment. It is an extravagance unwarranted in these austere
times, Moreover, excellent talent can usu=lly be found amoug the command.
The band is an excellent source. In this vein, a Light nusical presentation
generally meets with ready accsptance. A singiug greup, talented soloist,
or imstrumental group can most often be successful, For forelgn groups, a
short, light film about the Air Force or aavespace project way be move
appropriate., 1In any case, the entertainment must be light, designed to suilt
the guests, aud brief, no longer than fifteen minutes. The protocol officer
must always view the entertalnment beiorehand to ensure it is appropriate.
A poor musical routine or inappropriate film can dampen a dinner party just
45 easily as it can enhance it. dow, we will examine g specific Air Force
tradition that f{ocuses on the peak of entertainment - the Dining-In and
Dining-0Out,

THE DINING~IN AND DINING--OUT

Introduction

The Dining-In and Dining-Out represent the most formal aspects of the
Air Force social life. The Dining-In is the rradfiviopal form, and the temm
will be used throughout this chapter, dHowever, most of the information
applies equally te the wvining=Cut. the Dining-In is a formel dianer for the
officers of a wing, unit, or othet ornwni ation. The Dining-Out 1s a
relatively new custom which includes spovucs and guests. You will find it
very helpful to refer to AFP 30-6, Culde tor an Afr Force Dining-In for
specific guidance.

Historicai Background

The term Dining-tn derives from gn old Vikipg tradition eof celebrating
great battles and feoats orf heroes by Ycrmel cerfimony, It is beoiieved the
custom spread to the tazllsh acpasierics, W tdhen up by the early
universities, and spreaa to the wilitaiy with the appeorance of the
off.cers' mess, Tv is said thaet back in the cavly 1800s, when ¥npiand wvas
the reoigning power in India, there was -0 English Army pos: wheve the
Diving-in received its fivsy iwmperus, 1t acomed the coomandey of  this
Indian ougpest had orficers ucader his comuaﬁd whe 1ived oa the post, aad

their own mess hall, bur were nover areand for dinuos,

Since che Jocal! crea
nesn commander [ ound

ors back to the mess
and to create camaraderie, The [ yar oopennsdar

pmasdar Jastitutad a8 propraa waereby
all oefficers would net eonrvy dine «¢ “eas.t cuoe at dn b omesy | bul they

would dine in full nmilrtery corenony.,  Thits event usvally Included &
rum ceremony and toast to the Ducen

was more interesting than cbe nost oificers’ mess, th:
himsell eatipg zloune meny aighes,  To Syin
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The late Ceneral H, H. "Hap" Arnold probably started the Dining~1n
tradition in the Army Alr Corps during the 1930s when he presided over his
famous '"wing-dings.'" The association of American and British military
personnel during World War II gave additional momentum to the growth of the
custom in the Unitead States Air Force, It was recognized that the ceremony
provided situations where tradition and customs could play an important part
in the life of milltary ovganizations. Fortunately the tradition of the
™Mulng~In is very popular todsy. Air Force members recognize the important
:vle these occasions play in preserving the tradition of ovr service.

Purpose

The purpose of the Dining~In is to bring together officers of a unit in
an atmosphere of camaraderie, good fellowship, and soclal rappo:t, The
basic 1dea 1s to enjoy yourself and the company cf your fellow officers.
This evening event is also an excellent means of saylng farewell to the
parting officers and welcoming newly arrived officers. Further, the
Dining-In provides an opportunity %o vecoghize individual and unit
achievements. The Dining-In, thercfore, 1s very effective 1n building high
morale and esprit de corps.

Dxess

The dress must be stated in the invitation., It usually is the mess
dress for officers and long dinner dresses or evening clothes for female
guests when attending a Dinjng-Out. Male civilians should wear appropriate
black tie dinner dress.

Planning the Dining-In

Start early. Two to three months should be considered a safe time to
start, Set a firm date, location, and general action plan., It is a good
idea to appoint a planning committee. Make arrangements with the officers’
club on room, date, time, and menu. The menu usually consists of four or
five courses, with roast prime ribs of beef and Yorkshire pudding
traditional but not a necessity. 1Two weeks to a month before the time set
for the dinmner, send out {invitations to the guests who are not members of
the mess. The semi-engraved card 1s often used for the invitations, or they
may be handwritten or printed. Since this is a forral occasion, formal
wording 1s used. Tor exsmple, the wording for official guests should
include the phrase '"the henor of the presence of ,.." but for personal
guests, would read “the pleasure of the company of ..." or ",..your
company."

Seatig&

At a Dining-In, the guest of honor sits to the right of the president
at the head table, with the next ranking guest on the rpresident's left.
Other guests are seated throughout the umess.  The members »f the mess are
seated a-cording to senfority, with Mr. or Madam Vice sbov il be seated alone
at the end of the room,
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At a Dinilng-Ouz, the guest oif hovwor's wiie iy s2ated to tne right of

1e president, and the second ranking woman to his left, The presideunt's
t! resident, and the second ranking wom ¢ hi i The sideunt's

wife is seated to the right of the guest oI nonor The table should be
set-up in a manner most sultable to the diniug arsa. fhn hesd table usually
is a long single table, but side tabies may hce placed down each end in a
modified "E"-~with no seats off center. WNo oue should be seated across from
those at the head table. It is important tables are not crowded, with
everyone having plenty of elbow room,

¥
L}
3
;A
\

‘ Conduct and Courtesies

A In an atmosphere of good cheer, cach oiificer is encouraged to enjoy
o] himself or herself to the fullest; nowever, «s in all gatherings of
5 offlcers, moderation i3 the kay note o #njoyuant. All members are
ﬂ encouraged to pay hls or her respects to the guest of noucr and to meet as
h many guests as time permits, without monopeiizing the iime of any one guest.
B Principal Officials

N

> The following are the principal officials ol the Dining-in:

A

A

} President. This officer 1is the cor_=r figuve of  the Dianlong-In,
L Normally “the commander of the organizat

won hostiung whe Riantng-In, the

president is charged with the EEbPOLSiDJ¢;Cy ctting the date and place

of the event, introducing the oprincipal and howred guests, :
proposing the first toast, ensuring the rules o! protoco! arve observed, and )
closing the ceremony.

> X A

Mr. Vice/Madam Vice. Usuzlly, the junicr

» =eigned as recovded
. on the latest officers' roster, or ha/chz way be selacied inr possessing wit
\ and ability to speak., lie/she assists the nrresidenc by performing dutiles .
A prescribed by the president. Members  muect be  prepared t©o  follow
- instructions given by either the president or Mr. Vice/Madam Vice, This
’ ctficial starts the cocktail peoriod dy cpening tho lounge, sounds tha dinaer
" chimes to summon the mewbers and guesis into the dinlng room, keeps the .
: party moving, and is the last pevscu to leave,
i
X The Cuest Speaker. The juect socenrer’s pressatation is vhe traditional
8 highlight of the evening. v custes. =i s erker should be distinguished ]
4 either as a military orfficev ur oL e soverament.  The speaker
d shotld be contacted well in advance. anv zdvited ¢ the pnature of the
a eveaing., Arrangements should be made [ov nim/her, and otaer iunvived zuests,
. as protocol and cuchom dicuare.
Ceremonies
) TmeT————
Members or vhe wmouve povid < it Lo Uemnd »oosuificaients
importance to warrznt special R S R S
- IxeanLatlwn_pﬁ_g}g_}i SIE T " TR B S R DL ¢t tha
X beginning of the Uinln;—An. Whea i procident ropg bhe savel chree Cimes
to call the mess to order, ihe Ta eades s and rowes o "Prascat
-
N e e e T e e T I e T e L e T e e S
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Arms." If desired, a bugler nay sound "To the Colors" or the National
Mthem may be played, The Color Guard then places the flags in their stands
and departs. (This ceremony i1s only recommended when a trained Colov Guard
is available.) If the ceremony 1s unot observed, the Colors are positioned
before the members enter the dining room,

é Wine Pouring Ceremony. 1f the wine pouring ceremony 1s observed, all
\ members are seated after the ijuvocation, Wline decanters ave passed from
W, hand to hand until all glasses are filled, never letting the decanters touch
)

, the table. When a decanter is empty, the officer holding the decanter hands
) it to a steward and receives a full one, After the initial toast, wine
' bottles may be placed cn the table for subsequent toasts. (This ceremony is
generally too time counsuming for a Dinine-In of large groups; therefore,

wine may be poured prior to coavening the mess and decanters placed on
tables.)

Toasting, The custom of toasting is universal., It is believed that
this custom came into wide acceptance after the effects of poisons vwere

ey discovered, When two persons, who might be autagonists, drank from the same
o source at the same instance and suffered no ill effects, a degree of mutual
t: trust or rapport was established., With this foundation lald, discussicns
:é could continue on a more cordisl basils. Today, toasting is simple courtesy
4y to the person honored. It is wnot necessary to drain the glass at the

completion of each toast or even to sip the wine; a mere touch of the glass

. to the lips satisfles the ceremonial vequirements. 1In our wmodern Alr TForce,
A}

) glasses are definitely not smashed a2galnst the fireplace.

+,

f! Toasts should be proposed in sequence and at Iintervals during the
2 program of the evening. The president nropeses the first toast, Mr./Madanm

Vice proposes all other prepared toasts. Gentlemen and officers stand to

2 toast, but female guests remain seated to drink the toast unless it 1s
35 considered a standing ovation. If still in doubt, the ladies should take
;ﬁ their cue from the president's wife, The followlng is recommended:

-

R 1. After the invocation: "To the Colovrs;" "To the President of

P the United States;” "To the Secretary of the Air Force;" '"To the
P Chief of Staff, USAF." '
n':

&N 2. After the welcoming remarks: The president introduces the

w head table, and Mr./Madam Vice proposes a toast "%To our honored

iz guests,'; respouse, "Here, Heve,"

.':\

w 3. After recopnition or awards; as appropriate.

\":)

- 4, After speech by Cuest of Uounor: Mr/Madam Vi:e proposes a

- toast, 'To our Guest of Honor, N

~N

i 5, Normally, toasts should be planned and approved in advance by

A the president. 7o avoid confusilon the tcasts and vesponses should
.&: be printed in the Dining-Tn program hookleos placed at the tables.

:¢ However, if a member dees desire to propose n teast, he or she -
\\‘:

)

o

o3

-"\l,
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should stand, zaving, "Hir. Presider

belng recognized by the precident,

1 f'r‘ 0

d=int, Trres, UL oprepgose a
toast to o The president then vaizes 2 £iass, a
; . N e e s e lys on e b - "o
signal to the members to stand aad repeat the toast: To

" with a respense, "heve, Here.

Rules of Piotocel

The following are basic rulas 2! protous,

Srrive =L tne

I, Puncruality is mandotory. F:
t L time to meet the

bar no later than 10 minutes
guasts before dinner, At the or vhen the chimes
are soundod for dinner, the woabais oo7or Jhe dinang room and
stand at attention behind their chaily et their appolnted pilace at

the banquet table. Hrinks ave nec csvried fo the dining roow.

2. The guesats and peesident © W mcsn ate the jast to enter
the dining room. 7The piesident formally calic the mess to order
and continues according toe the agenda. “hie president's weicoming
remarks set the tone for the formal part ¢t the agenda. Followlag
a recess, the president intreduces i juese of honor.

3. Smoking. Frowm the tiwme vou uvnrer
"after burner" or "smoking lamp"” 15 1
is not permitied. The president usu
after most meabers have finished ¢ mas

= .o

the diring room until the
w preszident, swoklng
iy 1ights the smoking lamp

|

4. Tf there is to Lo an informa! =ov s

- [ RO I such
: as some form of onptertainzent, chove shee & b 4 ocd=riaet break
‘_' between the formal and intormayl cerrions. TS0 can be veaddiy
- accomplished by having the wmess adicourn o the ber following the

» president's closing vemarks., The Gining roon car fhen be eleared
and prepared tor che iunformal activitias,

‘:\ 5. Each vime the ocos i adjourred o0 vooocenuled, b2 monbers

~ stand unzil the perscos at the head Tabio cave leit fhe room or

; are seated.

. . ,

3 o, Use of the Cavel. The v aent Lot 0 s ana padns
attention by rappliay ©00 cavol e i it ¥ conplete
silenve,  Twe raps of the pavel o ivnir 20 6 pcrocoss o tho oeat of
tho Tining- 7.

7. Once the me=se I sron, nomber o : - - iabie oo
return vithout —orm! e
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DPining-In 1is over, Mr. Vice/Madam Vice 4s the last member to
leave the Dining-In.

Awards

1f {individual and unit achievements are recognized, an appropriate
cerenony is arranged. The ceremouny takes place during the formal portion.
A convenient time 1s immediately preceding the guest of honor's speech,
Under no circumstances should any ceremony follow directly after the speech
which should be the highlight of the Dining-In.

Sample Dining-In Agenda

Figure - provides a sample agenda to help you understand f-he basiec
flow of events,

Conclusion

Whether attending or ocganizing a Dining-In, knowledge of the preceding
information will be valuable to you. While a Dining-In is a formal dinner
function for members of a military unit and selected guests, a Dining-Out on
the other hand, is a formal diuner at which spouses and guests of unit
members attend. AFP 30-6 {s an excellent guide to ensure tradition and
customs are followed. Firally, AFP 900-1 can give you some solld guidance
in matters of soclal etilquette. It was designed specifically to cover
such topics as guest lists, iavitation formats, social functions, forms of
addcess, et al. TFigure 33 of this handbook 1s a very usable protocol
functicn checkldist which also is helpful in this ares. Now we can proceed
to what to do in behalf of distinguished visirtors.
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Lecunge opeéens.

Lounge closes. “r, Yice socounds tns Jinner

ACTINDA

crime,

Yembers and gucstis proceed to the Jining room and

stand behind their chairs,. The smoking lamy

The Fresident calls the
Cuard posts the ¢
and the invozcaztio

President: “Ladies and Gentl

i out,.

te order, The Color

he Nataorial Anthem 1is played,

“w

Ix3

eman, I propose & tLogs

to the Commander in Chiefl, tue Fresident of ™

United States.™
Response: "To Ihe President.

Fr. Vice: "Mr. Presidert,
Secretary of the &ir Force.”

et
oy

Fesponse: "To the Secreatinry

»>

Mr, Vice: “¥r.
Chief of Staff,

3

proyose & toast tc the

Mr Vs W s, Pmenident ! I n tannt o Tho
Coarmancses ‘o Che o 0 = [ L8 Lmmeernn B

RBespcnse: B e Semingy n Caniaion

Tte Precadent seg v L IinLnT oromarks,
and introduces the gudiu s,

Mr., o S ooy gen - ‘ . Tee o
A S (tert [ b - — . ‘
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>, Tenpor o Wilcur, dear™., -

2021 Presicdent invites the members of the mess to L
seated. Dinner is georved,

2050 Smoking lamp is 1lit when directed by the Fresident,

J10CC Fresident announces recess., (Members quietly stand
while the head table departs.)

2120 Mr. Vice sounds the chime, Members extinguish smoking
material, return to the dining room, and remain stand-
ing until seated ty the President.

g PN . AU o {3
ZETRCPER ./ S

%

N 2125 Coffee and tea are served. Smoking lamp is lit at

% the President's direction.

1]

a3

A 213¢C Entertainment -« "Crew Blues" and the "No-~Notice ]
N Players", ' 1
5

) 2205 President i{introduces the Guest Speaker,

-

N 2210 Address by Major General John E. Browvn. Following

~ the address, Mr. Vice: "¥r, President, 1 oropose a )
> toast to our distinguished speaker."

» Regponse: "Hear, Hear",

X 2230 Closing remarks by the President, Presentation to the

- Gue¢st Speaker, Colors are cased. The mess adjourns
;' and the lounge opens.
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Date:
Time: __Host:
,iq Function:
‘o4)

Place:

)

)
)
)

Remarkg:

Protoco? Function

Checkiist

___ Guesit(s) of Homor:

Project

Officer:

Announcement Board:

Bar Time: Type of Bar:

~ Food Time:

Sufficient Bartenders and Bars (depending on the occasions):

Billing:

—— ey v e vt o e

Candelabras:

Decorations:

Doow Openers:

Fasel:

Escorts:

Flags:

1

Filowers:

Guest Book; _

Color Scheme and Linen Colors:
Invitations to Guests: _ L

Menu:

Microphone & Fedium:

Band/Musle Selectiocn:

Name Tags:

Napkius & Matches:

Number of Attendees:

Parking Arrangements: _

Cift for Guest Speaker (if sppropriatel: _

Photographer:

Place Cards:

Recelving Line:

Rocom: e
Seating Charts:
Teble Se¢-up:
Transportation: o o
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Chapter Seven

HONORS ACCORDED DISTINGUISHED VISITORS

The protocol officer handles local arrangements for distinguished
visitors ¢(DV), whether military or civilian, domestic or foreign. AFR
900-6, Honors and Ceremonies Accorded Distinguished Persons, describes the
honors and ceremonies to render distinguished persons at Air Force
installations. This regulation stipulates the persons entitled to honors,

states what honors will be accorded to and when, and explains where the
ceremonies may be held.

The intent of honors is to extend a mark of courtesy to a DV. Honors
will be accorded only the DV and not to personal representatives. A

committee or delegation, therefore, ig¢ honored in the person of the senior
or ranking member.

PROTOCOY. RESPONSIBILITIES

The protocol officer functions as coordinator for visits of
distinguished persons. Usually, mest of the plaming for a DV has bean
clearly defined and worked out by higher authority. The protocol cfficer's
duty is to carry out the plan. Unfortunately, an inexperienced planner may
not foresee the unexpected or any number of troublesome problems that might
arise. The procedures outlined, are provided primarily for your guidance
since you are charged with the responsibility of making all arraugements for
the visit and ensuring all individuals concerned are informed of their
responsibilities and duties in connection with the visit. Upon receiving
notification of the impending visit of a DV, the protocol officer should:

1. Establish a status file foldes with the following inputs as
received,

a, Biographical information,

b. Coples of all correspondence and messages.

¢. Restrictions on classif{ied access/controlled areas.

d. Personal information on diet requests/restrictions,
quarters, soclal affairs, tours, and briefings.

Alter the visit, save this {nformation for plauning future visits.

2. et the :oumande.'s preference and desires for the upcoming
visit by first seuding aprropriate communique (letter, memo,

76

e aa L et ot an




r ~ ~ ~ W L o ra N WMWY B.a'd HWNY
N ATWAT TG WY N T R R L A R PR ROV AR RN
3 B i LU UV AT AT W A WAATYRR LG AR LSRR
X 2 AR SN B L ST PN FL M TL R RCW UK TGN AW RERU RGN U SN U
N U AR AR LR TR

staff summary sheet, etc.) to him/her detailing the pending
visit. Include:

a. Name and title of visitor.

b. Names/positions of visiting party.

¢c. Mode of travel with expected time of ar-ival.

d. Length of Visit.

e. Purpose of Visit.

f. Proposed items of interest (tour, urieling, entor-
tainment).

3. Advise involved staif of upecmz.,, vis’ti.

4, With the <commancder's guideif.er  refersrces, develop an

itinerary. WMake a decailed schedvele by inclua’ing:

a. Arvivsl time, greeting party.

b. Honors (if appropriate).

¢, ar seating plan,

d. Time sequence (block wminute by minute); 2llew
sufficieai time for events. It is very imporrent to
allow time f{for breaks, transportation, and test
periods.,

s, Courtesy calls,

f. Briefings.

g, Meals,

h. Social functions.

i. Participating base personnel and telephone numbe:..

j. Escort officers and telephone aumbers.

k. Quarters.

1. Derarture time and mode of trapsporviation,

When all plans have been coorélnated and approved, publiish  an
ltinerary., [t is alsc a pood idea to reduce it to pocket size in order for
the itinerary to be more manageable.

5. Consider preparing a separate 1tinerarv and schedole of
events for spouses ia the visiting parry, slace their inleresis
may differ from those o the official party.

a. Work closely uwith the commander's spouse to opulld

£

] vhe itiﬂercFy. _ o

s b. Deerning tne visitors' interests,
o

Y

Arrvang2 tcurs and briefings on famiiy assistance
programs, wives' club sctivities, Fasily
and historical sites
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housing,
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Distribute copies of the Itinevarlies to all local
persounel/spouses concerned. When time permits, send a copy
of the schedule to the visitor prioxr to the arrival as a
matter of courtesy. This action alse gives the DV an
opportunity to prepare for the visit and request changes if
necassavy.

Coordinate with £he commander cn the composition of the

official preeting party which will meet the distinguished visltor.

8.

a. dotify the individuals selected.

b. Keep them informed of the time and place of arrival
of the distinguished visitor.

¢. Ensure dignitaries (especially foreign visitors),
are met and bade farewell by officers of equal rank,
1f possible., As a general rule, this requires that
4 general officer be present at the arrival and
departure of a general officer on an official visit,

Make arrangements with senior staff officers for appointments

and conferences,

Q
& e

Notify the public affairs office so news media and

photographic coverage can be arranged, as appropriate.

10.

Contact the billaeting offlce to reserve appropriate

accommodations for the visitor and members of the party.

a. Insure rooms are in excellent condition including
the heat, air condirioning, tvelephones, televicsion,
lights, drains (i.e, everything).

Coordinate with the commander on personal
preferences for quarters conditious.

\on

11, Arrange with the motor pool for tramspurtation for the
visitor.

a. Ensure all drivers of the members' official - :*»
are briefed regarding their schedules,

b. FProvide them with exact directions so they c:: work
independently if they become sevavated froe the
other cars in the group,

c¢. Dry run the desived route two days 1In advance o. thr
arrivai party.

d. Always have an alternate plan in miud iu ca the
primary route is unavallable when needed.

12, Arrange for honor guard formatlons, guards, «ec.rity poi-'ce

escorts, as appropriate and desired.
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13, Schedule the conference room fer briefings; as “ecessary, and
notify the stafif agencies ilunvolved in the briefinpgs.

14, Seiect and brief escort officers or couples, as ap roprlate.

15. Ensure all personunel concerned are Iinformed of the vigitor's
security clearance status and any restrictions regarding access te
classified Information and/or resiricted or controlled ateas,

16, 1f official entertaimmeunt is planned:

a. Contact the officers' ciub or a caterer, and make
necessary AT TANEEMETTS ; coasicay dietary
restrictions conveyed (with intermatlonal visiters
~~ be aware of veldigioue differences on food
preparation and sexrviag),

b. Assist the official host In compiling the guest
list.,

¢. Prepare and send invitations.

d. Prepare confirmed guest 11ist, nawne tags, place
cavds, and seating chart, as appropriate.

e, Arrange for flowers fcorsages) for distinguished
lady guests, and for individual cfficial flags.

17, Prepare information folders for wembers of visiting party.
The folders should contain:

a. The local itinerary.

b. The schedule ¢f events.

¢, A& list of voom assignments.

d. 4 rvoster of 1local general officers and other key
personnel aund sevvices and thelr telephone numbers.
A pawmphlet descriding the wission of the Air Torce
or base,

@

f. An inforwmatien sheet on peints of incerest in the
local area.
£. Tavitations te social cvents.

POLICY CON CEJMONIAL HONORS

Honovs zond cersmonies are desipned for preeting «1l1 NW's whea they
arrive and depart Aiir Force iustailatiovs. According a person thes: honors
does mnoc bar additional or subsequent ceremcnies,

such as roviews orvr
parzdes.

'n general, | s and cf . moates ave reserved for the
Im general, honors and c¢f . camoaies ave rescrved for rthe
President, sratutorv appodinol:zs,

ard cewatal flag oi Dicers of  the United
States uiitz.y establishment, a0d Toreren digaitaries
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When a DV (military or civiiian) entitled to cercmonlal honors is
preparing for an official visit to an installation, he or she notifies the
installation cowmander or his/‘ier designated representative at least 30 days
in advance, except in those few situvations where advance clearance would
impair the mission., If this aavance timing cannot be met, the commanders
concerned must be contacted as soon as possible. Such notification must
include the general purpose of the visit, particular i1tems or areas of
interest to the parson, and horcors desirad., Officlals of the DOD and of the
other military departments arve expected to provide similar advance
information. In the int:+ast of economy and in order to conserve manpower
resources, salutes, honors, or ceremonies for DOD general/flag officers will
not be held unless specifically requested by the visitcr. If requested,
such hotors are expected to serve some useful puvrpose, such as promoting
international good will, wmcintaining national prestige, or improving morale.

DOD general/flag officers of the other military departments are expected to
conform to this practice.

The customary courtesies and appropriate assistance required to
accomplish tbe mission will be extended to DV's. The commander or his/her

designazed representative should he present to greet a visiting cfficial
upsn arrival.

There w'll be no officlal entertainment of DOD personnel visiting
installaticns wless such entertainment would contribute to the mission of
the visit in “<erms of prowmoting international good will, community
relstions, or morale, If the lustallation commander believas entertainment
would help accompiish the wission, he/she arranges for it only after
approval in advance by the officlal peyson., The visitor who orilg nates a
request for entertainment must reimburse the iustsllation for the expense.

Oniy the ranking officer or civiliar ofifizial authcrized an official
flag may have the flag or other special identiiying iansignia displayed on
rthe aircraft, ship, or motor vehicle in which travelilng. Such flags or
insignia will not be displayed for other indlviduzls on an assimilated rank
basis. (See AFR 900-3 for use and display of individual fiags.)

The Interaational Affairs Division (CYAI), HQ ISAF will in each
instance issue guldance and any special iInstructions pertaining to honors
and ceremonies to be zccorded official foreign DVs ia the CONUS,

Distinguished persons who are entitled to honors are shown in the Table
cf Honcrs found in Attachment 1 of AFR ¢00-6. That table includes
honors prescribed fer statutory civillan and milltary officials
Department of Defense. The table also includes
through the President.

thosue
of the
comadssioned offlcers

Phen Honors Will be Accorded

Unless otherwigse directed, (ull honors mast be accorded the President
of the United S5Stanes when he arrives at cor Jdevarts from any Alr Torce

installation, regardiess of the day or hour.

n
Yy

A
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Except for the President, honovse ara aot accerded between votvent and
reveille, on Sundays, or on naticonsi holidays (except Armed Forces Dav and
Independence Lay), unless the oififlcer divecting the honers believes the
occasion requires an exception. A DV arriving at au Aiv Force dnstallation
at a time honrors arc not accorded may be honered avt a later time 1f desired.

1

Whea two or more persons entitied te honors arrive at ov depart from an
installation at the same time, only the senior receives honors., 1f they
arrive or depart successively, houors are paid to each in turn, except that
a senior nmust be notified before the instsllavion accords hounors to a
junior.

Any official or officer holdlng two ovr wmore positions (civil or i
nilitary), any one of which entitled him/her to honors, receives oaly the i
honors due the highest grade; he may not be honeored in wmore than one
capacity.

When Ceremonies May be Helc
s

Ceremonies may be held at any assembly area, but arrangement of
distances and timing mest reflect digpity and a sense of protocol. If
facilities ave limlted, such honors as are possible will be accorded. The
site of the ceremounies iust be centrelled to avoid diuztu-Hince by intrusion ]
of speactators.

Mceting end Greeting Distinguished Visitovs

The followlng precedures spply, whethsr cthe distinguished visitor i
arrives by automobile. commercial air, or milriary ailr.

L. Honors ave vendered as [rascribed i A¥R 900-6. When honovs

are scheduled, the senior grezeting ciflcer meets the visitor as

he/she debarke anu escercs him/asr te the position to r2ceive

honors. (If a visiting dignitary's spouse is in the partv, the

senior greeting officer's spouse is also there to gree: the

debarking visitors and remafng with the dignitarv's sponse during

the honors cecremeny.; Upon completion of the cervmoay, the senior i

greeting officer escorts ithe distinguished visitor through the

receiving line, and thav ave foilowed by the vigiting party %

I

newrbers ., (Figureos 34 and 335),

2. The protocol ofiicer, euenrt oliicer, and/or aldes assist in
processing  Daggate, Ciearing  oustons (as necessaryy, and
delivering baggape to tie billets ¢i ithe visiting party.

3. The compcsiition of che ereeiing  vparty is  impo.tant.
Normzlly, one or mote uf the Jollowving grecc Zistincuished

tin
., UoAl,
level ox higher: at HASCON, =ae Coumandei, Vice Commander, or

o -
oed

vigitors uprn arvival vhep ey oo Depuiy Chief of
M

Chief ~f Staff; and ar wings, the +ing commander, ouve oc¢ wore of

his/her deputy commandcers, aud/ov bis/her execurlve; ar baszes, the

base compmander or vize covnantia e proatoccl sfraisor getercines

N
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by means of a memorandum who will comprise the greeting party. 1f
none of the officers listed above are available, the protocol
officer requests a generel officer or the senior staff officer of
the office of primary interest for the visit meet the dignitary.
As a general rule, an officer of rank equal to that of the visltor
is selected. The commancer usually indicates those officers on
the staff to be included in the greeting party. When spouses are
in the visiting party, the spouses of the greeting officers are
normally included in the grecting party.

Prior to Arrival by Automobile

The protocol officer will be responsible for the following:

1. Arrange for a security police escort vehicle to meet the
visitor at the entrance to the base and lead the way to the
designated area (where greeting party will meet the visitor).
Prior to avrival, security police are provided the name and
position of the visltor, the approximate time of arvival, and a
description of the car in which the visitor will be traveling, to
include the license number,

2, Coordinate with the security police on the route to be
traveled from the base entrance to the designated area, aud
request the security police control traffic along the route, if
considered necessary.

3. If honors are =appropriate and space permits, arrange for the
honor guard and band to be in place at or close to the designated
area,

Upon Arrival by Astomobile

The driver of the security police escort vehicle leads the way, gauging
his/her speed to ensure the visitor arrives at the designated area as close
as possible to the time expected, consistent with safety.

Upon completion of honors, if scheduled, the visitor and official party
are escoxrted to the designated office ovr activity. If honors are not
scheduled, the greeting party meets the dignitarvy, and they proceed to the
office or activiry the dignitary is to visit,

Visitors Traveling by Commercial Alr

Normaily, unc formal greeting cervemonies are scheduled at the airport.
The protoco)l officer adapts the plan to the circumstances of the
DV's arrival, VUsually, an officer of appropriate rank and/or position is
designated to meet the visitor at the aivport and provide escort to the
base. The applicable instructions in the preceding paragraphs are followed
for meeting and greeting the visitor at the base, rendering honors, et al.

82
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Prior to Arvival by Military Alr

Through base operations, tvack the oirvcraft' schedule to detevmine
arvival time. At least 195 minutes before the estimated time of avrival of

the visitor:

1. The protocol officer aund the escart officer(s) wmeet at the
flight line to mwake 2 final chack (o ensure evervthing 13 ready
and coordinate last minute changes.

2. Automobiles, each with a rlanned seating arrangemeunt,
designated to carry specific memonrs of ¢he visiting party, are
lined up in the order they will devart from the flight line. The
car for the DV and the senjor grurting ortficer is first, with the
others follcwing in order of seniority of passengers. Each driver
ic briefed on the destination c¢f his/hev passengoers arter leaving
the flight line. (A copvy of the itinerary should

ne furnished
each driver.)

3. If honors are scheduled, the honor cordon,

the honor guard,
and the band should be in place.

Ceremony on Arrvival by Milltary Ailr ot a DV Other Than the President

The installation commarder and receiving party

stand close to the
dignitary's anticipated poinr of arvival. The herar rordon consists of two
iines of the prescribad wunber ¢Y airwmen (showir In the Table of Henors in

AFR 900-6), at normal intervals facing one another to form an aisle five
paces wide. This aisle TDbegine at, and extends behind 2nd avay
from, the line on which the installation commander takes a position, The
honot guard commander centers five paces beyond the end of the aisle of

alreren.  The Colov Guard forms at normal iantervals centzred four paces
behind the honor guard comeander If a baud

r. is available, it must be
centered four paces to the rear of the Color Guard (see Figures 34 and 35).
When additional flights of airmen are -ased for a

3 special occasion considered
appropriate by the installation commandsr, they are formed on the line with
and on each flank of the band. Tach additional Zlight will consist of not
wore than 28 airmen and honor {light commander, ALl members of the
formation, except che aicle of airmen ceomprising the hoaor corden, must face
the designated point of arrival of the distilngulshed person's aircraft.

When the dignitary arvives, <he aiverait must bhe riivceted to o selected
position sc the dignitary will he tacing the tormation when exiting the
aireraft, As the aircraft nears 1tx scolected position, the band or a
recording provides appropriate backgrouszd nusic (see Jootnote 7 ol the Table
of Honors, AFR 900-0). ‘the hoaov puard commander calls the formatlon to
attention as the installation commander .nd recelving pacty ¢one torward and
salute the distinguished peorac The insrallation commander then extends a
greeting, Unless the disticucished pess

Sroqn odesives coveain memiers of  the
of ficial party to share the novnvs, aspe w111 parcicipate,

A ath aifadge,
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The installation commander escorts the dignitary to a central position

By facing the Colors two paces {rom the line at which the alsle of afrmen i
e begins. The commander aligns himself/herself on the dignitary's left., 1If ]
;}" there are numerous members of the party to be honored, they form a line or

- lines behind the dignitary and the installation comwmander. The band ov

recorded music will cease as the dignitary nears the designated position,

N Upon signal from the installation commander, the honor guard commander :
o> orders '"Present Arms." The band, or recorded music, presents Ruffles and

e Flourishes and the Honors march, during which all persons salute (see

footnotes 2 and 3 ¢f Table of Honors, AFR 900-6). 'The person receiving ]
g honors acknowledges them throughout the music by a personal salute,

N Personnel in uniform witnessing the ceremony, salute and face the person 1
n being honored. Men in civilian clothes also face the person belng honored

‘,-;: and salute by removing the hat with the right band and holding the hat at 1
t,: the left shoulder with the right hand over the heart. Men without hats

Ll

- il i 3

shouwld salute by helding the right hand over the heart. Women in civilian
clothes salute by placing the right hand over the heart without removing
2 their hat, 1f worn, When the muslc stops, the honor guard commander

g

N commands ''Order Arms." !

RSy

S»{“ Uponn conclusion of honors and music, the installation commander gives

A the command, "Flight, Prepare for Inspection." At this command, the homnor

@ guard commander marches forward, halts three paces 1In front of the

o distinguished person, salutes, and states, "Siy/Ma'am, the honor guard is

:»\‘;‘ ready for fuspection."” The honor guard cowmander takes a position to the

S right of the distinguished visitor and guldes the wvisitor through the

o {nspection. The host takes 2 pozition to the rear of whe distinguished

:‘,- vigitor with the installation commander on the right ({.e. If bhost and 1
installation commander are separate 1Individuals). The baud plays

et appropriate nusic during the luspection (see AFR 900-6, footnote 8,

attachment 1), The voute of the luspection begins with the file of honor
alrmen to the distinguished person's left, continues down this file, then
proceeds 1in front of the band (between the Color Cuard aud the band), to
inspect the other file of honor airmen. The band aud Color Guard will not
be inspected, At the end of the ilunspection, the howor gusrd comander
escorts the DV back to the original position, When addition.’ flights are

by

Oh used, the route of inspection must be expanded to iunclude them. When the DV
f-'.{'_ returns to the original positlen, the band ceases playing, a.d the honor
o guard commander must salute, do an about-face, and return to his/her
‘»'.'5}) original position,

e The installation coumander then escovts the DV to enter t"> des..nated
e staff car, which has beer driven to a point in front of the honov guard
Ny commander. The honot guard commander commands '"Present Arns.' Only the
:‘\ honor formarion salutes. As the DV ounters the vehicle, the band plays
o appropriate background wmusic., Members of the dignitary's party will be
9 escorted through the aisle of airmen to their svaff cars. After the last

staf £ car departs from the vicinley, and the ausic has stopped, the honor
guard commander commands "'Order Arms' and dismisses the formation.
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The above arrangements relating to trasportation, hand, and
be adapted to ¥it local physical Gayouts.

Figure 35

a5

additional

flights

may

L Rl S I UL AN R L VI L V]




Q N O T Y Lt e 1y A Ap A MY AT MV RS A W) RGT AT AR AR U R RS AL T ERY NRAHSTATTR T T T AT T AN YT
AW TRy TR Ay [y . ]
Fall V) e -
R O T R R T et S e L R N
OV B o W LW A

]

Vislt Checkliang

R

PEr PSR

VIP:

-

____________ POS(TTON:
DATE OF VISIT: PIRVOSE
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; ARRIVAL:
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' {(place and mode) (as needed)
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(as needed)
oy Ground transportaticn arranged {vehicle dispatch, EXT
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Ceremony on Departure of a Distinguished Person by Military Alr

The ceremony on departure of a distinguished persen 1s substauntially
the same as the ceremony on arrival, but in revzrse. The honor formetjon is
identical. The DV's car is driven to a point in front of the honor guard
commander, who brings the formation to attention and salutes. The band
plays appropriate background music (see AFR 900-6, footnote 7, attachment
1) The DV, accompanied by the installation commander, proceeds to the same
place at which honors were rendered on arrival, and takes a position facing
the Colors, Meanwhile, the members of the DV's party are escorted from
thelxr cars to the aircraft by a route outside the aisle of honor alrmen.
When the music stops, the honor guard commander commands ''Present Arms."
The band or recorded music then presents Ruffles and Flourishes and the
Honors march, during which all persorns salute (see AFR 900-6, footnote 2 and

3, attachment 1). The honoxr guard cormander commands '"Order Arms’ when the
muslic stops.,

Upon conclusion of honors and music, the installation ccmmander gives
the command '"'Flight, Prepare for Inspection." The same inspection
procedures prescribed above will then be foliowed. After the inspection,
the installation commander escorts the DV to the aircraft and bids goodby.
Ae the DV moves toward the aircraft, the bsnd plays appropriate background
music, After the DV and the offlcial party have enplaned, the receiving
party moves to a position between the alrplane and the honor guard. Where
space does not permit the honor formation to remain in position, the honorx
guard commander should issue the necessary oxders to form the honor guard at
a safe distance from the point of departure of the aircraft. Usually,
closing ranks by the honor airmen will be sufficient. Only the installation
commander salutes as the DV's airplane moves away.

Position of Staff Cars and Duties of Drivers

Drivers of staff cars for the DV and party will not salute during the
ceremony. They must remain in their vehicles alert to move forward. The
positions of the vehicles depend upon the location of the ceremony.

Conclusion

AFR 900-6 remains the authority on honors accorded DV's, It contains
other very important matters, such as the specific protocol requirements for
Presidential visits and protocol requirements upon the notification of a
distinguished visitor's death. Commanders, for example, must render the
honors and take other actions prescribed in AFR 900-6 upon receipt of
official notice of infcrmation through radle, television, or other revs
media, of the death of any person entitled to such houwors., In addition,
Figure 36 1is a very usable checklist for visits. By snitably modifying it
to meet lcocal needs, it could be very helpful to you.
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ESCORT CFFICERS

An escort officer is normally assigned to each DV foy the durativn of
his/her visit, The escort officer accompanies the visitor throughout the
visit, except when circumstances dndicate otherwisge, Of ficers of all
grades, lieutenant through colonel, may be selected as escorts,
Compatibility of dnterests is a maior comsideratlon in the selection of the
escort officer who, as the oiflclal vepresentative of the commander, is
expected to veflect the hospitality of the Alr Yorce. The escort officer
extends every courtesy, official and social, and overlooks no detail in
making the wvisitor feel welcome, He handles all situations with tact,

consideration, and courtesy, coupled with judgment and common sense,
Sufficient anumbers of escort offilcers are selected for each visiting party
to ensure each visiting party nomber is given all practdcable assistance and
extendad every reasonable courtesy during the wvisit, When the visiting
party includes spouses, the snouses of the escort officers are requested to
act as escorts for rhe visiiing spouses. Escort officers and their spouses

who are scheduled to act as escorts should contact the protocol officer for
guidance and assistance considersd nscessary.

Procedures to be observed by the escort officer are:
l. Prior to the arrival of the bV:

a. The protocol officer briefs the escort offlcer (and
the spouse,; if acting as escort) on the various
phases of the ditinerary as they pertain to

inddvidugl who is to be escorted,

1

b. If the wvisitor is to be ©billeted in the
distinguished visitor's quarters on base, the escort
officer vregisters the guests at the billeting
office. 'The protocol officer checks the quarters
for readiness, and reports auy discrepancics to the
billeting office immediately for correction.

f_ne

2. Upon arrival and during visit:

a. The escort joins the greeting party and, upon
meeving the DV, introduces hiimself/herself aad
offers assistance for the period of the wvisit, If
the commander is not a member of the grecting party,
the senior escort oftfdcer extends the commander’s
greetings and best wishes. Hpon  completion ot
greetings, the escort t

accompanys the vilsitors te the
next schaduled activity or to their quarters, as

indicated ou the ftincoanv. After
visitors to their billets the

R )

eseorting  the

escort departs,
unless circumstances indizute otherwvise,
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b. At the first opportunity, the egcort spouse should
go over the itinerary with the visiting spouse. The
escort should kuwow about and inform the wvislting
spouse of any special activities taking place on the
base or in the near vicinity, which wmight be of
interest to the visitor. The escort should also
offer to accompany the visitor on shopping or
sightseeing tours, and make any othevr arraugements
the guest may desire, If assistance Is needed in
making these arrangements, the protocol ofl .cer is
thée point of contact.

If the escort officer is invited to a social
function in connection with escort duties, the
escort reminds the visitor of the time, place, and
type of dress for the occasion, and escorts the
visitor to the function. Timeliness is important.
If the visitor is delayed in meeting a commitment,
the escort officer informs the host of the delay,
with the reason. At any official social function,
the escort ensures the visitor meets other
dignitaries present. When the visiting dignitary is
engaged with other dignitaries, the escort cfficer
should excuse himself/herself gracefully, but remain
visible in the near wvicinity, (An escort spouse
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;?\: follows similar procedures iIn assisting a visiting
&f‘ spouse.)

Upon and aftex the visitor's departure:

N 3,

a., Shortly before the visitor is to depart, the escort

3
-

;:'.7. officer contacts the billeting office to obtain

;:;-\‘_ biileting charges., 1f, as 1in the case of foreign

}.-;'. dignitartes, billeting charges are to be paid from

:i\,-r_ contingancy funds, the escort follows the procedures

specified by the protocol officer fn the inltial
escort briefing. When the charges are not to be

:x"‘, paid from contingency funds, the escort officer

-:{d presents +the bill to the DV or the approprinte

-?'\'::‘ member of his party for payment.

&w b. After the DV has departed, the escort officer briefs

O the protocol cofficer on any problems encountared

_u;i_{ during the wvisit and makes recommendation. to

‘,\," improve procedures.
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TNTERNATIONAL DISTINGUTSHED VISTTOR TOUKS

Introduction

Alr VForce bases are attracting increasing noembers of forelgn vislitors.
The primary purpose of thelv visits usually is vo observe the USAF and
cowpare its operations to their own reuvuirements. Tn addition thoee vicits
provide an excellent cpportuanity to exchaanpe ideas. Every effort is made to
ensure foreign visitors return to cheir country with the best possible
impression of the Alr Force's activities, wotivated (hopefully) to seek the

e cooperation of their goveraments with the United States. Since Afir Force
1:\ installations are often the center four foreign distinguished visitors, a
}{‘5 little information on the run down for conducting foreign distingulshed
}Q visitor tours 1is in order. TFor detailed guldauce, refer to AFP 11-17,
OO Guilde to Conducting Foreign Distinpuished Visiter Tours.

3

! Nctification

3

H(} USAF/CVAT notifies Air Force installactions scheduled to be wvisited
by foreign dignitaries suificiently in advance to enable the commanders of
the installations concerned to wake suitable plans and arrangements, The
initial notification is by alert message followed by the tour letter. The
alert message gives the makeup of ths party, the overzll itiverary, general

) purpose cf the visit, areas of interest to the visitor, and parvticular items
oy of special instructions. It includes names, ranks,

militarvy positions,
English speaking capabilities, hounors to be rendered {usually accomplished
in Washington D.C.), and instructions regarding security clearances. The
tour letter, or guide for handiing roreign visitors umder the auspices of

Cs

6 3

the USAF Tour Program, denotes speciai instructions for funds at each
‘_\.\;‘ installation, guidance oun photograpbic coverage, and any amplified
;\:: explanaticn on the purpose of the visit aad makeup of the official parny.
‘5:: Attached to the tour letter will be the protocol data and biographical

sketches of the officlal party.

Tour Ttlnevary

N

(R

|\,‘

S The itinerary for foreign dignitaries is based upon supgestions by the
o USAF representatives in the country concerned, the Air Atvtache, the Chief of
{.: the Air Torce Section of the Militaryv Assizuvance Advisory Croup (MAAG), or
La*

the Chief of the Aitr Force Mission. 7Tt is rompiled in HQ USAT/CVAL. The
[

e

o Air Ministry of the country invelived may _iso request a visit te a specific
:::-: inscallation,

n\_‘.

::: Briefings and On-Base Tours

oS

'.: Planming for briefings ard nonductea cours of base asvivities should be
E{iﬁ carefully related to the objecmivez ¢f it (ou- progic. as outlicoed in the
:‘:‘\( alert message. The distinetior shculd bao recogniied bhotween the tour
) objectives of wvisits by aiv nminiccers or forsisp chieis ot rtal and visircs
:::f" by foreign air frirce ef‘icers sponsored upder vhe Milivary Asuilstance
W Program (MAD),
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Alr wministers and foreign chiets of staflf are interested primarily in
the broad aspects of USAF organization, training wmethods, operational
procedures, and concepts of aerial warfare. Tours of this type are
designated "Chief of Staff Tours." Any specific desire of the distinguished
visitor should be stated in the alert message,

Tours conducted under MAP are known as "™Map Orientation
Tour/Distinguished Visitor" and rarely include a foreign chief of staff.
However, the ilmportance of MAP visitors should not be judged by their rank,
but rather by the importvance of the pesitions they hold in the air force of
the coutry concerned, The purpoce of the MAP Orientation
Tour/Distinguished Visitor is to assist the visitors 1n obtaining maximum
utilization and understanding of material and equipment furnished under MAP.
As technicians, this group is interested in personnel indoctrination with
USAF methods pertaining to organization, equipment, logistics, training, and
operating techniques. When it is deemed desirable, advance information is
provided indicating types of equipment furrished or programmed under MAD,

Tours of Air Force installations sponsored by an agency other than the
Alr Force are referred to as Other Agency Tours. Included are tours of
guests of the Department of Army or Navy, Department of Defense, or the
Joint Chiefs of Staff for which either of these agencies is assigred
responsibility (Executive Agency) for all aspects of planning and execution,
The type of visitor involved may vary from a chief of staff to a technician
who 1s interested in only one facet of a particular program. Guidance as to
speclal interests of visitors must be included in the alert message.

Briefings and demonstrations should be slanted toward the speclaltles
represented by the job titles of the visitors, unless otherwise specified by
the tour letter. Groups are usually composed of officers with no more than
two primary filelds of interest., Most visiting foreign natiounals understand
English when it 1s spoken slowly and simply. Briefing personnel should
avold the use of complex sentences, 1initials, and abbreviations 1in their
lectures. The extensive use of visual aids, where possible, is recommended.
Formal briefings should be short, concise, aad gilven in the native language
of the visitor, when possible. Keports prepared by escort cfficers reveal
briefings soon become repetitious when they describe in detail the position
of each base in the overall command organizationm. It 1s suggested that
briefing officers present the MISSION and OPERATIONS of the base concisely,
touching very lightly on details, unless visitor reaction indicates interest
in a specific subject,

Escort Officers

All foreign dignfitaries on tour of Alv Force installations under the
USAF Distinguished Visitors Tour Program are accowmpanied by an Air Force
officer acting in behalf of the Secretary of the Air Force ov the Chief of
Staff, The officer 1ls respensible for admiaistrative and {i-ncial detalls
of the tour and serves as interpreter when a language barrie: 'xists. When
possible, the escort offlcer 1s selected from those in training for
assignment in the attache or wmission system in the country concerned. The
escort officer, therefore, usually has a persouwal as well as officilal
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interest in the success of the vizit, since (& way eveniasliy evhznce als or

/
her status when assuming dutfes In thal countrv. since beneiits willi accrue

to the Air TForce through whe escort ofticer's coutact with the visltors,
this officer must be included in all wevenls pertsining to the wvisit,

1
including social functions. Coumanders should assist the escort officer in
\ fulfilling the visli miszion, and are encouragaed cto soliclt advice on auny
' phase of the local itinerary.
»
' Entertaianeéent ]

When you plau entertcainment £for foreiga Jdignitaries, ¢ry to take 1
advantage of the most distinctive, pogitive aspects of the local area. This
gives the guest wider exposura to the wvany lorme of eatertainment available
in America. Specisl restso-anis, museums, concerts, iecreational areas, and
shows vary from localitv to locality; and if yeu have something unique and
tasteful in your area, show it off., Siace HQ USAF sponsors » high lavel

S —— . B WL W — O

3
official recepition or dinner in Washington, other social functions should be
smaller and less formal. These  Tactors  gevern the allocation  of

entetrtainment funds. The tollowing usuggestions from escort officers'

reports and from remarks made bv the foreign visitors should be considered
in planning entertainment:

1. ILarge cocktail parties at officers' clubs are discoursged.
Visitors prefer small, more intimste patueriaps such as small
dinner parties with staff officers and their spouses., Visitors i
are particularly idwpressed by the home 1ife ol Americans, and
appreciate being entéeviaincd fn che home of the cemmander ov his
representative. If  you have any questions on entertaining
international dignicvaries, contact HQ USAF/CVAIL.

2. Regarding dinners, make sure persons of equal vank to the
vigitor atteni, but also try to includa foraelpgners o other guests
of the same national ovr ethnic hracruround as the dignitary,

Cuest
lists should be varied rrom visit (o visit

to enable the wmaximum
number of USAF officers and their spouses to participate 1lun soclal
functicus. It should be remenmberved,
nfficers, because ol their position
included in all functioens. Of ficers
Attache or in the MAAC of the country
when possible,

hawever, that certain
or assignment, sheuld be
who have served &s Adr
caacerned should be included

. T N T
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3, Vigitors enjov pactiicin=it

have been especially planned
picnics where sports clothes

oo Lose lancoions whioh mav o sot

A e iy
Ao

LS. tui ezanpie, atbecues and

may "¢ woil.

4, On weeksnds the visiiors shorid be given an eppolvanicy o
shop and visit local poiate of Crenelite, Qisiorlcal, ana coenic \
interest such as ranches, faras, buscots, and packs 5
5. when the wife ol a uetle 'orot.n visicor «ceempanies him, a
separate prepram  of activities sheaid he Tovaaned, Wirssin
appropriate, to pevilt hey vo GbRcTUv Goeivinies AT I Y wamen
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and typical American home 1ife, and to give her an opportunity to
shop and sightsee in neighboring comnunities.

International Customs and Courtesies

In the case of foreign dignitaries, their customs with repgard to
religion, soclsl, and other cultural taboos should be given carvelful
considerations to avoid offense and embarrassment. You shou'd femiliarize
yourself with some international customs and courtesies wvhen hosting
visiting foreign dignitaries. Toke particular uwote to avold serving
combinations of veal and ham, or chicken and hawm, both of which are un-
acceptable to Moslems and mewbers of the Jewilsh faith., TFish is acceptable
almost universally. Lt 1is always wlse to have a variety of nomnalcoholic
beverages available to those whe prefer them, Since each country has its
own customs, 1t 1is appropvriate to contact HQ USAF/CVAI for specific guid-
ance.,

Funds

Funding of tours for foreign dignitavries is the responsibility of HQ
USAF or the agency fer when the Air TForce acts as Executive Agent, runds
are provided for winimum official expenditures on the basls of the visitor's
rank and the objectives of the tour. Maximum f{unds available to esach
ingtallation for official entertainment wlll be listed 1n the tour letter.
The escort officer 1s not authorized to exceed the established limilt nor to
expend funds for other than specified purposes. The wmaximum fund citatlon
given to a command or installation does not include the cost of quarters and
rations which 1s paild separately by the escoert olfficer., The escort officer
should be given fully itemfzed LIlls [n sufflclent time o enable hiwm/her to
make payment before departure. The escort officer musc e provided with
guests lists for every functlon arrapnged for the visitor to comply with
final accounting procedures. CQccasfcnally an installation commander may be
requested to provide funds f{rom resources avaitable to him., Such a request
is an exception and is avoided whenever possible,

Duties of Project/Bscort Officers

To ensure a successful visit, a loual project/escort officer should be
appointed *to accompany foreign visitors during their stay. The officer so
designated should be available for unacessary liaison “etween the Alr Torvce
escort officer and base authorities, and rshould be able %o provide the
escort officer with services or requirements generated by e visit. The
selection of the wegeove offic-e should nei be bhased solely on  the
availability of a particular officer. Rasber, choose an of 'icer for tnis
important duty very carefully and brief hilm or her on all lacets of the
schedule, problems that may arise, and mwethods to best sclve potential
problems, Briefings te the loca) escort officer should include these
points:

1. The vniform requirerwats of each planued event. In addition,
remind escorts that thtey wust be in the covrect uniform for each
event .
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i? cescort offlcer must neliiy (e ovevrall e oore o iiooc of thene
) changoas,  Should the wisi any spocial destres
ey or requesty, the cverall seculd be aware of  chion,

% 3.  Both escorv and protocal off
short=notice dry cleapay is 10 *ho
can take care or any drv cleantne i

4. In the event of an emerger
necessary reference naterial., \o
o arise include food requivements
ecc,

3221t must have the

cigencles cihat Nl[hL
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ai  nceas >

\'\: L3N The local escort aitredar and 7otezol oltlcer mus: e aware
L% of the toasts that wil! be made at formal luncheons and dinmers
. and of the appropriate res pnrsv%. Ao, ff the dignltary Jdesires
N to make any specrhes Cr Ve a ol RiETView, (e Comdander must
e be apprised of these. -
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o 0. Arrange to have a Jewale eacert ror i Joreipgn dignitarv's
! wvire, When seiecting this escert, constder her age, language
3 capabilities, and position. 1the cepatilities of fle cort often

A prove to be very valuabkle to thoe guesg,
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N Protocol Vislt Check List
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Praarrival prepavaticons could ceonst ¢

1. Arrange for honocrs (honoy

b 2. Arrange for tvransporration Cincludiag
; escorts, if applicable).

3. Plan official cavervalnmeat ipcivdane

et cO&T . and auest
'_‘, l{st 1or coammandet = approwval). Ui frran cav L0 see if
ne special provisions (l.e., fcoecs cad neverapes) teo. choue  af
::. varving culture and rellptous beliots e tequived.  {vatons with
ﬂﬁ regarl to religious, scecial, and cther tural titoons wcuie be
- consldeved ro  wvoid  afrenzs and eniatTassooat

dignitaries.

4., Send voicien {n=svuctions

;:u dining or ernta20tLiancal  Jeguiiviioner L o lude LompeaiT e b
N . N s - L] 7
Y vigiting partvy, jocation decived, ©lo B S ‘

5. Arrange DTeng CovE Iy G oo

", o, Arrange 'Oy pporats g
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7. Designate billeting arrangements. TProvide bhilleting for the
escort oilicer 1n t¢he same bullding as cvhe dignltarvy when
poasible; 1f not, make sultable transporvtation avallable to the
escort,

8. If appropriate, secure information brochure or handouts which
would be of special Intercust ov asssilstance to the visltors.

9, Determine the following:

a. Method of reimbursement 1if applicable.

b, Method of payment for meals, VOQ chavges, toll
charges for telephone and telepraph, dry cleaning,
laundry, etc.

10, Prepare local itinerary and notify responsible individuals or
organizations, Inform responsible individuals of the
distinguished visitor’s particular interest in a subject ox
operation.

11, S8chedule fecilitles for briefing of visitors,

12, Inform briefing officers of HQ USAF authorized disclosure and
limications, After the pre-arrival preparatlons have been
completed, the project officer should 1list the persons and
organizations to notify of Lthe exact tiwme of arrival of the
distinguished visitor. The following should be Llucluded in the
list for notitfications:

a, Major orgenlzations councerned.

b, Cerewonial elements,

¢. Transportaticen facdlities.

d. Members of the recelving party and aides.
@, Dining facility and billeting office.

f, TInformation officc:,

13, Meer the guest upon arrival at base operations or at the
appropriate commerclal transportation terminal.

Y4, Furnish the HQ _SAF escowvt officer copies of the base
itinerary, as well as lists of names and positlons of offlicers who
the visltors will umeec.

15, Give special attention (o the itrvansportation, dining, and
recreational arrangements and needs of a digultary's alde or
aldes, Forelgn dignitavies usualle travel with one or more aldes
from their own mimed service, These individuals wsually are
officers of the highest c¢aliber who will probably hold postitions
of authority fu their countries in the future. They o en form
lasting dmpressloas of the United States and its ajv Force as well
a5 the hospitality and treatment rendered.

9¢
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16. Uscort the puest to hic/ihes overcers 1o % V0D or o e
hotel. Should the commindor oo decive, vhe et oiiioes mdy
escort the puest divectly to the commander ar his/iry oftice or

quarters.

17.  Arvange a luncheon for the wife of 4 dignicary

whicn the DV dix
to be aiven a stag lhuncheon. The wiic's luacheon zhould he ; lven
by her American hostess or by th wijc o f anelher hioh

souking
of Cicial. No& only should Anevican ovijiciais’ wives ‘\LL-H"I, but
also the luvitations should be ex-=nded (v local notable citizens,

such as cthose of the same nanicnai vrigin ss tne fuost.

.

18, When official entertainmrant is plaraned. exiond au {ovitation

to the guests and accompany “hea O S EP ceacL LoD,

190 Arvenge for private enter.ainmeni for the guest i1 there
no planned euntertalurent.,

20, Arrvange wirl, the Voo
checkout,

cT Tor  pavuznt ot bill and

21, tefore scheduled departure brzig rer the 4@ carort
of flcer all receipred plile tHC Viasc.  Yiiminate Qi
possible, any neceszity ¢ ot wbticer  to  absent

himself/herself from the visi
bV to settle accounts or
checkout })t‘mj(-uju\;qg B

and any necess

icy for the
¢ bocome pvalved In che

Conc_l‘_ns; lon

Your authoritacive puidiance fev iaf: nacfonal M
it contains specific guldance on ot .
honorv » funds accomeniations R A SN
your authotitative scur-e. wWeowillonew 1

protocol officer wiil! enmcounces In ons win 20 anotheyr - side do-canp.

mours s ARD ll=l7

curity clearanc
S aare ro yge !t as
Yeus on a4 specitic doty that a

voeuch or
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Chapter Eight

AIDE~DE-CAMP FUNCTIONS

You may be wondaering why I included a chapter on aide~de-camp functious
in this guide to protocol. It is quite simple - you'll benefit by knowing
abouc this particular officer since the aide is often a close companion
elther as a co~worker or as a visitor. Your job can be a lot easier if you
understand and work in harmouy with the aide. Most aides are worth their
weight 1in gold since they, 1f they are experienced, can provide you
important information that can make the general officer's visit/tour a
success., Your primary duty is to assist the general or commander in any way

you can,
e
A Position

The duties of the aide-de~camp, or aide as he/she is commonly known in
the Air Force, have differed widely at various times and in various military
forces throughout history. The earliest aides were 1little more than
orderlies who looked after the comfort and pexsonal property of the
commandecr in the field. On the other hand, some of Napoleon's aides were
men of exceptional military ability who acted az his "eyes," and as
interpreters of his mind to subordinate commanders. On occasion, they even
exercised a delegated authovity. The refinement of the staff concept in the
modern military organization has tended to reduce the involvement of the
aide 1n purely militarv mattevs. Indeed, in some services, notably the
British, the aide 15 almost wholly occupied with social responsibilities.
In the United States Air Force, the duties of the typical aide encompass a
diverse, yet curlously homogeneous, grouping of military, soclal, and
administrative responsibilities,.

Responsibilities and Procedures

It {s important for you to understand the responsibilities of an aide -
not only because cf locally assigned generals, but also because of the
number of visiting generals. Many of you willl be working closely with a
general's aide or may even be assigned to an alde pesiticn. These .
responsibilities and duties are true of a general's executive officer when
he is not authorized an aide. Air Fovce officer aides ore authorized only
for general officers in command (or equivalent) positions. Joint positions
and those outside the regpular Aitv Force require by position authorization.

.
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Entitlements ave as follows:

1. Genersl or lieutenant general - oue Jlieutensnt coliones .

2. Major general - one captain.

3. Brigadier generals are oanly authcrized to use partwtime
additional duty oificers from with': existicg resoaices Special

exception must be requested from che MAJCOM,

There are also a limitaed number cf enlisted aides, and they are
assigned based on the position aund representational responsibilities of the
general officer.

It is a spacial, veluniary assignment in which an oificer may be
selected because of his/her wili 41) appearance, Jjudgment, personal
integrity, ability to work with pecple, and his/her command of wverbal and
written communications. It {is diffi *xl“ to list the responsibilities of an
aide because it all depends on the gen=zral officer, the mission of the unit,
and the aide himself/herself. The following responsibilities and procedures
are common ones in most aide positions.

The most important responsibliity is tec ease the demands which are made
on the general's tine. In the course of offfcial duties, a general officer
meets a very large number of people and 1s required to read a great deal of
material., The alde can assist 1n making the tilme thus spent more
productive, The aide, always guided by the desires of the general, must act
as a sort of buffer. People seeking audiences with the geaeral coma to the
aide over whose desk passes much of the printed material which the general
will read. The adept aide will learn to distinguish the trivial from the
significant end the liwporvant from that which is of little interest to the
general. In these matters, the alde zliwuld be acutely perceptive of the 1
g general's interests. The geaneral must never be shielded from wvital
Information simply because it {s uwnpleasant. ' en operating dvn this
capacity, perhaps the greatest test is placed on the <ide's ability to deal

e

JOEL

= with people. When it is necessary ic iefer people to an appropriate staff
DH agency or to a lower level of command, it must be done tactfully and
N diplomatically, ‘The aide should carefully explain that the npency or person
e to whom they are referred is the best qualified to assist.

Pl
¥
ta

The aide will be commoniy involived iy ”HLJJJ contacts. It
ofificial receptious such as receivina lines, a New Year'
commandeyr's call, a dininu-iw, otc.

various community velatioans such as &

may be with
s Day receptiorn,
veocial corntacis wmay also 1nvolve
Lak Ny 0r appearence engagemnents for

1
the general, formal parties et al. ftwnowledge of soclal {orms and procedures
is an important phase of ithe aide’s 1\tl 1tr.  The nature o1 the aide's job |
demands a close workinyg relationship with the protocsl aiflcer, *

One of the most tiwe ceonsuming reponsibilities of an a’de Is handling
administrative details., ‘the mornitcrine of appointments is oue of the most
important items in this area. ‘'The ajde will alse be revieving Incoming and
outgoing correspondence Tor thoe ceo ot The aide will work with the
general's finaacial arrvanverents suct s comirol of contippeacy (Gificial)
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- funds. An aide may also handle at least a part of the general's personal
money. This mav happen when traveling because the aide normally pays the
general's personal expenses. Funds for this purpose are usually provided by

the general prior to departure from the place of assigument. P
- An aide has various responsibilities involving official travel. The

)

aide will wusually accompany the general; therefore, he/she will be
responsible to make full preparation for and work closely with the general
during the trip. Then, upon return from travel, the aide will ensure

2.090

y
N preparation of travel vouchers for the general, summarize notes taken on the
;’ trip for the general, and possibly prepare thank you notes for the general's :
o signature for courtesles recelved while traveling. .
X Conclusion
)
53 This chapter on aide duties was to familiarize you with the various
responsibilities required, You will work closely with aides, in fact, by
o the similarities in duties, you need to know this person very well., Both of
o your objectives is to help that commander/general,
-
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Chapter Nine

FINANCIAL AND TKAVEL ARRARGEMENTS FOR COMMANDERS

Financial Arrangements

Various executive support officers, especially those in alde or
protocol positions, will work closely with thelr communders conceruing
certaln financial situations. As you will read d4n the following chapter,
commanders at such levels as wing/base, numbered air force, and major
command have contingency funds avallable vro def. sy expenses incurred by them
for the official entertainment of promirent federal, state, and local
officials. Each commander is personally responsible for properly using the
funds and accurately reporting their use., The protocol officer should be
familiar with these funds. This familiarity should include kunowing the
restrictions (your MAJCOM will place some of these restrictions) placed upon
expenditures, administration procedures Incidental to enpenditure, and the
balance i1emainivg at all times. With this understanding, you will be able
to alert the coumander or general on the status of the funds. This will
preclude obligating more money for a functioun than iz z2vailable

RN J S5

Travel Arrangemenfs

Most gencral officers and numercus colounels ave requived by nature of
their responsibilities to spend a considerable portion of thelr time Inp
of flcial travel. The alde will normally accompany the general on these
of ficial trips, While the colonel's executive officer may travel also,
he/she will most probably just work in planning the trlp. Respounsibilities
listed in the following text will depend on how much traveling your
comnander does and how closely you work with him/herv in this area.

CT-39/C-21 Travel. USAF general olficers and commanders frequently
travel stateside on MAC's fleet of T-39/C-21 aircrait. These alrcraft arve
opevationally controlled by MAC/DOOY at Scott AFB, IL. it would be helpful
for you to understand how the system operates, now €6 request ©trang-
portation, and what to do if plans change in the middle of rhe trin, TFivst,
find out who your ailrlift validater is - in most cases, it is the secrevary.

The validator is the only person in vour heoadeuarters from whowm NAC
will accept requests for T-39/C~21 travel, Oi, they mey tall te vyou to give
you general flight Information; however, your reguesis for travel must be
backed up with a request f{rom the designatad vaiiduioc. Be sure vou also
understand the lead times reguirved to support vour gencral's oy commander's
movement. Provide a complate schedule aud accompaniag paviv Iilst.
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Even the best plans never go according to schedule, If you know of
changes for airlift, let MAC/DCOF know. Tell the aircraft commander, relay
through your home base, or call direct to Admin Airlift at AV 638-5851. The
people at MAC/DOOF are very responsive and do a super job.

Prior to Departure, The first step in preparing for travel is to
discuss the ¢rip with the commander or general. Determine the itinerary,
the duration, the purpose of the trip, and who will be escort, This
information is necessary so you may have the TDY orders published (blanket
TDY orders are often used) and the plans coordinated with all personnel
concerned., Coordination is essential--with the people receiving the visit
as well as with those making the trip. The people being visited should be
notified as to the purpose of the trip, 1its duration, and personnel
accompanying the general/commander. This coordination will ensure adequate
facilities are provided for the needs and comforts of the general/commander
and the official party during their visit. Furthermore, it will ensure key
personnel are available at the destination to discuss any problem areas.
The development of a check list 1s an excellent way to make sure "you do the
right thing ~t the right time" before departing., Some questions that should
be considered for inclusion on such a check list are:

1. Have electrical messages stating purpose and length oi visit
been sent to organizations to be visited?

2. Do the messages state rank, name, degree of security
clearance, and assignment of personnel in the traveling party?

3. Do messages specify honors, if required, and indicate
acceptable social and recreational activities?

4, Are the secretaries and the commander's spouse provided with
a copy of the trip itinerary?

5. Are all personnel making the trip aware of the immunization
and passport requirements?

6. Have personnel making the trip been notified as to clothing
(military and civilian) requirements?

7. Have precautions been taken for safeguarding accompanying
classified materials fo: duration of trip?

8. Has the aircraft crew been briefed?
9. Have inflight lunches been ordered?

10. 1Is biographical material (and picture if applicable) of key
personnel at scheduled stops necessary?

11. Yor a general officer, will the general's flag be needed at
the destination?
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Needless to say, 1f you travel with the commandeir, you must be available at
all times.

Upon Return. The dutles performed by you upom cowpletion of a trip are
in accordance with the desires of your general/commander. However, these
duties normally include:

1. Preparing of per diem voucher, filing a copy for record
purposes,

T 2, Summarizing notes taken on  the trip for

the
general/commander; presenting them in a readable form.

3 3. Being briefed by the secretary on things that happened while
8 i you were absent, and In turn, briefing the secvetary on
i about things of concern on the tyip,

return

4, Posting the appointmwent calendar and book with new
obligations.

IR

5. Preparing, for the general's/commander's signature, thank you
notes for courtesies receivad while traveling.

' The preceding items are standardized to some degree; however, this
? listing may easily be expanded to fit your individual uneeds. Provided
% a travel checklist (Figure 37) to assist vou when and if you are called
arrange travel. Remember, your primary duty is ito aid the general or
commander in any way you can., When in doubt, ask. Next we look closely at
contingency funds, and what you can and cannot do with them.

is
bite)

W e &

Ll

—
w

K it ) . )



FY v e g o

LR ARER N

7~
-

i‘ : hrl AR

T

Y
o

o z;‘r‘r'v ] (s
P 20 ta

-1

V. T
]

SRR i

TRAVEL CHECKLIST

Refore the Trip
—Plan itlnerary

- Notify stations and MAJCOMs
.. Get key personnel rosters
_Notification/permission of HHQ
_Honoxrs to be accorded?
__VOQ/hotel reservations
Room and phone numbers
__Ground transportation
—Uniform requirements
Mess dress, winter, summer
raincoat
—Schedule and dress requirements
foxr spcuse
~Neather
__Take star/command flag along?

Overseas Trips
Consult the Foreign Clearnace

Guide
__Coordinate itinerary 45-60 days
prior to trip--especially
airlift and theater clearances
__Passports/visas/shots current?

__Check customs information

After the Trip
_Travel vouchers

_letters of appreciation
__Recoxrd all gifts recelved

Figure 37

104

Travel orders

. Brief alrcraft commander
__Inflight meals, refreshments
__Departure and arrival times(local)
__No flowers, fruit baskets, etc.
__Point of contact at each station
_Arrange for admin services at

enroute bases

__Coordinate security clearances

with AFSSQ
__Check reports from last base visit
__Awards and Decs: coordinate who
has/brings medals, trophies, etc.
_Review itlnerary with boss
__Command Post informed

__Obtain speech/interview guidance
from PAO

__Roster of key forelgn dignataries

__Predetermine if host country will
accord honors

__Coordinate through protocol plaques,
menentoes, etc., for forelgners

_Carry extra mementoes to give out
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Chaptev Ten

USE OF CONTINGENCY FUNDS

ngeral

Funds at all levels and for all purposes are becouming increasingly
harder to obtain and coming under closer scrutiny. Today's austere
environment demands greater attention to the source and dJisbursement of
funds, and protocol is no exception. As in other disciplines in the Alrx
Force, a good budget and discrete use of available money 1s vital. Each
year the Congress makes funds available in the DOD Appropriations Act for

emergencles and extraordinary expenses (contingeuncies) which may be expended
on the approval or authority of the Secretary of the Air Force.

Representation funds are used to maintain the standing and prestige of
the United States by extending official courtesies to certain officials and
dignitaries of the United States and foreign countries. 'The Secretary of
the Air Force may authorize the use of representation funds for any purpose
deemed appropriate which conforms to policy set by DOD. Unless otherwise
specifically authorized by the Secretary or the designee, commanders way
spend representation funds only for offleclrl entertalnment or for other
official purposes authorized inm AFR 11-16, Contingency Funds,

All official entevtainment must be in keeping with propriaty
dictated by the occasion and, ia all instances, must be conducted on a
modest basis. CGuest lists for such fuuctions must be held to the minimun
necessary to extend proper courtesy to the guest(s) of honor; however, when
guests from outside the DOD are being honored, observe the following rations
of DOD personnel (including spouses or escorts) to non-DOD guests:

as

1. Parties of less than 30 persous - not more than 80 percent
should be DOD personnel.

2. Parties of 30 or wore wersoas ~ unot more thaw 50 percent
should be DOD personnel.

In meeting the above vatios, do not consider as honored guests, any
personnel of otheyr DOD activities or foreign military and civiiiaa personnel
assigned to major commands, sepavate operating agencles, and direct
reporting units. Deviations of more than five percent from the maximum
number of DOD participants paid from officlal vepresentation funds require
advance approval of the Secretary of the Alr Force.

L0




! Authorized Categories of Entertainment

A% The following are authorized categories of entertainment:

1. Community Relations., Enterteinment required to maintain
civic or coemmunity relations. This category applies to both
domestic and foreign communities in areas near Air Force
- installations.

>~ 2, Intemmational, Entertainment incidental to wvisits by

D distinguished foreign nationaly in other than a

&3 community-relations context. .
Lo BN

0 3. Public Relations., Entertainment incidental to a visit by a

Rﬁ distinguished American citizen, as specified below ("Who may be

L5 Entertained," para %), that may not be classified as community
relations.

Qﬁ 4, DOD Protocol, Entertainment incidental to a visit by DOD

.;ﬂ personnel, as specified below ('"Who May be Entertained," para 3).

75 5. Other. Mementos, food, and refreshment purchases for

- inventory. Other miscellaneous current expenses that caanot be
2k charged to a specific event classified under paragraph 1 through 4
¥) above,

oAl Who May Be Entertained

{ The following may be entertained:

,58 1. Distinguished citizens, military officers, and government
-{g officials of foreign countries whose rank, position, function, or
b stature justify official entertainment.

A\

) 2, Federal, state, and local officials--such as the President
g{, and Vice President of the United States, members of the Cabinet,
.«j members and professional staff personnel of the Congress,
tﬁ governors of states, mayors of cities, citizens' committees, and
S other distinguished or prominent citizens who have made a
o substantial contribution to the nation or DOD, and members of the
:;d news media on certain occasions.

o

S:T 3. If a commander considers it appropriate, these members of the
’ﬂx DOD may be entertained at an Alr Force installation. However, the
.,ﬁ entertalnment must be limited to that which is minimally required
VN to extend official courtesy when the DUD member is on an officlal
. - visit to the field:

A
‘:3 Office of the Secretary of Defense:

A
'z{i Secretary and Deputy Secretary of Defense

,if Under Secretaries of Defense

o

o

:J".n 106
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o

? Assistant Sacretaries of Defenss
) Y .

N General Counsel, DOD

Inspector Cencral, DOD
Assistant to the Secretary of Dafeuse
Director, Program Analysis and Evaluation

Ovganlzation of the Joint Chiefs of Stafi:

SR A R

Chairman, Joiut Chiefs of Stafsl
Director, Joiut Staff
United and Specified Commanders

e

g v

%

Military Depertments:

Secrecaries, Under Secretaries, and Asslstsnt
Secretaries of the Military Departments

Chiefs and Vice Chiefs oif Staff of the Army and Air
Yorce

Chief aad Vice Chief of Naval Onerations

Commandant and As.istant Commandant of the Marine Cerps

S P

S
P

Defense Agencies:

e

. Directors, Defense Agencies

§: President, Uniformed Sevvices University of the Health
N Services

4 4. As a peneral rule, entertainment of US Federal omployees
" below the levels specified above and counterparts to these DOD
5 officials 1listed above are not authorized without advancad
9 approval of the Secretary of the Air ¥Force,

¥

?Q 5. When attending evenis honoring authorized ladividuals, costs
. may be paid for by membevs of their offfcial party and other
5 essentlal dnvities as constrained by guest ratios. Separate
o even(s honoring spouses of visiting officials normally are not
Iy authorized unless related to the offlcial purpose of the visit,

Y

% That Expeanditures Are Not Authorized

+ ¢t The following expenditures are not auvthorized:

1%

:. 1. Expensas for rativement cervsmonios and change oif conmand for
. DOD personunel, unless specificaily approved in advaunce by the
% Secretary of the Alv Force.

~ 2, Expenses solely for eptertaiuvnent of DOD, Air Force, Army,
: Navy, or Mavine Corps perscunel unless authorized as stated above.
AN

N 3. Entertainmenit of DNOD personnel  participating as  guest
‘: spegkers or lecturers, wilth the exception of rhose otfficials
o listed above.

L\




4. Payment of membership fees or dues.

5. Expenses, other than authorlzed official entertainment,
connected with conferences, conventious, seminars, or working

groups, except when specifically approved 1in advance by the
Secretary of the Alr Force,

6. Expenses that are usually expected to be assumed as a
personal obligation.

7. Putchase of gifts, mementos, tokens, souvenirs, seasonal
greeting, and calling cards except under the following conditions;

a. No one memento costing more than $165 may be
purchased or presented. The total costs of mementos
presented by any one DOD official to any one
recipient may not exceed $165.

b. Expeuses eligible to br pro-rata costs of non-bob
authorized guests' participation in morale, welfave,
and recreational activities mway be paid from
official representation funds, unless otherwise
prohibited herein.

8. Expenses for classified projects or intelligence purposes.

9, Expenses eligible tc be finauced from other appropriated and
non-appropriated funds with some requirements.

10. Repairs, maintenance, and renovation projects to enhance the
appearance of DOD facilities.

Personnel Authorized To Be Hosts

Officlal representation courtesies on behalf of the United States
Government may be extended by the Secretary of the Air Force, Chief of Staff
and  subordinate commanders who  administer an approved official
representation program. These officials may delegate the auvthority to host
official functions at t(helr discretion. However, invitations to foreign
dignitaries to visit the United States at the expense of the Air TForce may

be extended only by the Secretary of the Air Force and the Chief of Staff,
USAF,

108
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CONCLUSIoN

Funds will beceoeme mere and move dftficult to cbtain if present tveads
continue, Funds obtained undev the provisions of AFR 11~-106 are the primary
source of money for protocol. The efficient protocol officer will carcfully
manage available menies always helng cogulzant of weans to conserve gnd find
the alternate sources availabl: te him/her. lowever, the most eflective
vehicle fov prudent management of protocol funds 1s a meaningful budpet and
detailed accounting procedurcs, Make sure youu record keeping 1s crystal
clear and completely accurate. Poor management in this vital area can only

. reflect acversely on the protocol offlcer aund the commander. Let's t¢hink
positive we are almost there. 1 plan o wrap up this handbook with a
mixture of "tricks of the trade" ov potpourei.




SERALTL RN RVA RFa R4 R SV BNA J-4 0 /e B A4 Jiva S Shba Lk i Aihr R e A A e il L e e AR e

Chapter Bleven

POTPOURRI
30 Now you are ready to start your new duties. Stop! let's just cover a .
1}; few more "tricks of the trade" that can help you to be a bLetter protocol
ChY ofticer. The following guldelines are an assortment of "things to put in 5
S$ your pipe" to think about aund use as necessary. Nothing 1s in concrete, and
e s0 the best lesson to learn is to be flexible.
B Flexibility in Approach or Ruowing Murphv'e Law
Qﬁ I can't tell you how many tlmes as a protocol officer I had a plan of
o action that at the last minute had .0 be changed. It goes with the
?ﬁb territory: the best lald plans.,.. The way to overcome these last minute
a4 changes or surprises is to be flexible and, thevefore, have backup plans,
o First, be prepared with your primavy plan and then, have contingency plans.
a0 Anticipate and dor't lock yourself into concrete because in protocol
j§ﬁ anything can happen and usually does. Along with surprises comes Murphy's
Ry Law which {s "if anything has a chance to go wrong, it dees." This law is
AN well known 1in protecel cirveles., I can tell you some personal horror stovies
'“( where I have experienced Murphy's Law, The way to beat it s to antlcipate
Gy and prepare., A protocol offlicer who 15 in control with a solid plan as well
S as o backup atrategy, can react to any catastrophy.
o
- The Art of Conversation
h f:\
t) “"The tongue {s but three Inches long, vet it cen kill a man six feet
: high." This old Japanese proverb is often so very true. We us officers in
Jéﬁ the service of our country have chosen to bhe prcfecsional leaders, As such
AN we are in a "fish bowl," as i+ were. We should, therefore, devote
S slgnificant thought and effort to baing proficient in geweral conversation.
ig: A good counversatioralist always haa something to say and says it well. A ‘
oY good protocel officer shculd be *© good conversationalist with something
*\x luteresting to talk about, ncither overhearing in attitude nor irrvitating to
ﬂi\ the listeners. If you don't want to embarrass yoursalf, vyou wight consider
ey these general rules for coaversationalists:
" '_k‘
&S DO:
_;éﬁ 1. Have something to sav--and say it well A couversation started
{:f‘ could be a new item, a movie personalley, a vezent, unusual incident or

a brief arnusing story.
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2, Abewe all, be a gocd listener:  this wlll actually pet you ac
vdse.,

3. Use a mederate speaking tone.

4, leprn to romember names sad faces:  such actually draws people to
you,

S Develop the art of small rtalk: talking out. nothing in

particular, but never official subjiects.

0. Talk with shy persous about their families, hobbies, special
Iaterests, theveby puccing them at ecase,

\]
7, tUhen a host/hostess, be a modervator and intervene in s monologue, )
a controversial discussion, & mute group, by changing the subject.
DO NOT:

1. Gossip.

2.  Talk buslness (shop-talk) at a soclal gathering {unless you ave

discussing tomorrow's 1tinerary).

3. Replace wit with sarcasm or ridicule, ‘

4. Dominate any conversatfon; silence, at tiwmes, Is golden.

5. Tntervupt others (This is se ofren violated. Many never listern o

what another is saving, but ovly think of what they want to say; ofien

such porsons cut off others just to get in cheir two-ceunts worth.) .
S

G, Cougradict octhers,

7. Talk over anyc.¢'s lhead.

3. Talk down to anyone.

a, Re "avrupy': fasincere flattery is always in poor tanto .

10, "Clam Up", a shy gucst 18 a host's burden.
P o y¥se

L - . —~ — P - . . - vy F v, eb I .- -
! 1 . Fuclioede others Jiom & convarsaticouail Proup.
H
R.S,V.P,
PASR SO ST

Nothing causes wmove snhashing 9! teoth than an uwnanswvered RU5.V. T, The
initials stand for the French respondaz s'il vous plait, meaning 'please
veply." An R,S5.V.P. on an incltation obliiges you te respeond as soon as
possible. You may declinc 21 accepc the invitation, but vou would be very
vrude {f you dién't call at all.
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Tan-Nosing

Tan-nosing 1s the art of sustained visibility to your superlors that
proves neitter over-revealing of vour weaknesses, nor under-revealing of
your strengths. In other words, it's brown-nosing with finesse.

An important element of any career is making sure our bosses knowv us

ox well. If they don't know us well, our OERs won't recelve the ratings or
k3 indorsements we truly deserve. So, one of our responsibilities is, in fact,
gﬁ to be known in a positive iight by those who make the difference. ALl of
"y our bases offer us several opportunities to do just that. Officer Club 4
1504 : membership is perhaps the most obvious, but not just that. We need to be at o
q3 the dining-in and the dining-out also. Those "hall and farewell" parties ‘
ﬁi are for us as are the oppertunities to volunteer for special duties such as -
S} an escort officer or additional duties suech as a squadron or group public -]

affairs officer.

As we apply ourselves, our hard work 1in our specific specilalty will
take care of itself but our visibility will be the key that unlocks senior
officer recognitlon., The protocol officer will naturally be exposed to many ]
senlor officers. There 1s a chance for over-exposure. The key is to be

e

g
Hz‘:k_'L_

Eﬁ available - in the background. Remember vou are not a DV, but you are there
sq to "make things happen' so practice the art of belng "invisible," but in
A control.

v

?ﬁ Automobile Flates for Alr Force Cormanders

AP
P

Plates, made of metal (6'"x9") are authorized for dispiay on Air Force
vehicles by those persons listed in AFR 900-3, parag 3-12a and by Air Force
wing and hase commanders.

- X

N

> l. Wing level and abcve commanders are authcrized an ultramarine blue
b{- background inscribed with the unit deslignation and the word "COMMANDER"
e in yellow. The commander's grade insignia in the appropriate coler is

, illustrated in the center (Figure 39). This plate 1is procured

P locally.

Ay
ey
été 2. Alr Force base commanders are authorized an ultramarine btlue

3oy background inscribed with words "'BASE CONMANDER" in yellow, The base

‘o g
34 commander’s grade insignia in the appropriate color is i1llustrated in

the center (Figure 38). ‘This plate is procured locally.

AN
(%b Automobile plates are displayed only when the car 1s in motion and
\?ﬁ occupied by the commander, Since they do often personally drive their staff |
ti} cars on a frequent basis, the plzte may remain bracketed and uncovered while
! the vehicle is parked. g
8¢ f
s Place of Honor :
\-}_‘f R
:#;3 Traditionally, the right sdde has been considered the pesltion of
ﬁ%} honor. ‘'Therefore, the person junior in rank ziways walks, rides, and sits
A to the left of the senior. It 1s the junicr's responsibility to know
T
e
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his/her place and maneuver into it with as Jivzle attonticn as possibic,  As
a general rule, seniors enter an alrcvaiv, autemoiile or bvoain last and lecave
first. This procedure may be raversed Iia entering a car at a left-hand
curb, In such cases, the senior may enter first, This precludes the senlor
stumbling over the junior seated to the lefr, Since seniors are always
accorded the most desirable seats, when three persons are in the back seat,
the junior is in the middle, wlth the most s=aounior on the vight., In full
cars, junlors sit in the front, and seniors sit in toe back, ITun boats, a
junior sits forward and a senior sits aft. When tlying wiith a senior whe is
the pilot, you should be aboard in your designated posizion.

B aimah s ays M

"3 Calling Cards ;
%4

k Fven though the trvaditilon of making formal calls und the use of callinpg ]
o~ cards has declineu over the years, they are still useful In many situations. ,

You may have had little use for calling cards so far; however, your position
as a protocel cfficer may change that since you will have contact in senlor
military and diplomatic civcles, The following is

F-—

useful information

& concerning the selection and use of calling carxds,

<

_l

= ) . ,

N 1. Only engraved cards in black ink are correct.
53]

The card should reflect good taste.

2 7 Ja b
>

- 3. The caxd is similar in size to business cards used by civilisns. ;
o

e 4. Formats for the card can vary somewhat; that is, rank and brzuch

L

of service may be shown 1in ditferent ways

depending on personal
preference. Figure 40 shows several examples,

S

Ay 5. No abbreviatious are uszd on the cacd excevnt "Jr." for “Junior” if
= the individuai's name is long, otherwisa Junlor is spelled out. A
- firsr or second lieutenant uses ouly che word "Lieutenant™,

i {

These cards arc nelpful in intvoducing yourself and demonstrates your
interest as a protoccl officer in that individual.

o ]

2

Q;tention to Detail

This 1s the wame of the gaume {u protocsl, aund practicing it can muake
the difference tetween a mediocre and a good protocol cifficer,

.¢.{;:_2

$ The zhing to ‘

J remember Is that there ave numerous drrails o eaca aspest of protocol !
Zﬁ vhether it dinvolves = otficlal couremony or & visiting dignitary. You ueed ‘
}Q to watch the swall ltems as wall ss the big picture. One way to Le prepared f
o is to always show up earliy for functione o

-4

double chaocik arvangoaents.
Don't leave any detail to chence, but ratner "fine tune" your plaan te cover

all aspects, Pay attention te detail end you <ap eliminate mistakes.
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Figure 38  Automobila Plate for Air Flgure 39 Automobile Plate for Air Force
Force Base Ccrrmanders, Comimanders of Wings and Above.
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Self-Confidence

A protocol officer who radiates self-confidence can go far. I'm not
talking ~bout putting on a facade; I'm referring to self-confidence gained
through hard work, lots of study, and professional achievements in the job.
Since paople will be looking to you for advice, it's best if you present the
appearance of someone who knows his/her stuff. It takes time to feel
confident 1in any iob, so do your homework and learn all you can. Establish
your credibility. If you do make a mistake, learn from it, and don't repeat
it. As i said at the very start, a lot of prctocol is plain common sense,
so use your head. Think, act, and radiate self-confidence.

Hard Work (Let's Get To It)

The job of a protocol officer 1s not an easy one. It is a real
challenge for any officer. Be prepared for long hours and for being a jack
of all trades. The protocol officer is usually the first person to arrive
(hours before a function begins or a visitor arrives), the expert with all
the answers, the center of problem solving, the receptor of blame 1if
anything goes wrong, and the last one to leave when the day is done. You no
more have something completed or under control when another visit or
function starts the process all over again. It's exciting; 1it's
challenging. It cen be pglamorous when attending a formal dinner for a
visiting ambassador, or it can be very unattractive when you ave working in
sub-freezing weather outside base operations, unloading heavy luggage,
waiting for a DV whose arrival time in unknown. One thing, it never is
boring! You may long for a quiet, normal day, but I've never seen any
pyotocol officers who felt their duties were routine. Air Force protocol
requires the best caliber of officers to enforce the msny and varled rules
and procedures involved. It takes 2 special person to meet the challenge.
So whether you have heard the calling from within or you have orders from
MPC, you have a very exciting job ahead. I hope this guide will serve as a
tool to help you along the way. This guide is only the beginning; below 1s
a list of the regulations and publications you will need to get detailed
facts on protocol. Build a reference library to enhance and preserve your
protocol credibility. You can add to the list as you progress. I wish you
good luck, and watch out for Murphy's Law.




PROTOCOL REFERENCE IL.IBRARY

Service Etiquette, ed. by Swartz. Annapolis, Md: U, S. Naval iInstitute.

The Air Officers' GCuide. Harrisburg, Pemmsylvania: The Stockpole Compauy.

Radlovic., I., Monte, Etiquette and Protocol; a Handbook of Conduct in
;’ ) American and International Circles. New York: Harcourt, Brace.

Vanderbilt, Amy,
City, NY:

The Amy Vanderbilt New Complete Book of Etiquette. Garden
Doubleday and Company, Inc.

AFR 10-1, Preparing Written Communications
AFR 7-4, Social Protocol Stationery

ATFR 11-7, Alr Force Relations with Congress

AFR 11-16, Contingency Funds - Miscellaneous Current Expenses
Representation - PEC 91515F

- Official

AFR 11-17, Guide to Conducting Foreign Distinguished Visitor Tours

AFP 30-1, Air Force Standards

AFP 30-6, Guide for an Air Force Dining-In

AFR 35-7, Service Retirements

ST SN ]

AFR 35-10, Dress and Personal Appearance of Air Force Personnel

'

AFR 35-54, Rank, Precedence and Command

AFR 50-14, Drill and Ceremonies

PAEATRINE S

AFR 143-1, Mortuary Affailrs

AFP 900-1, Guide tc Air Force Protocol

A

B

AFR 900-3, Department of th2 Air Force Seal, Organizational Emblems, Use and
Display of Flags, Guidons, streamers, and Automobile and Aircraft Plates

AFR 900-6, Honors and Ceremonies Accorded Distinguished Persons

OPNAVINST 1710.7 Social Usage and Protocol Haidbook. Washington DC:
Office of the Chief of Naval Operations.




BIBLIOGRAPHY

A. References Cited

Books

Gross, Mary Preston. 1'.. Officer's Family Social Guide. Chuluota,
Florida: Beau Lac Publishers, 1985.

Kinney, A. J. and John H. Napier III The Air Officers' Guide.
Harrisburg, Pennsylvania: The Stackpole Company, 1983.

lott, James E. Practical Protocol, A Guide to Internationai Courtesies.
Houston, Texas: Gulf Publishing Company, 1973.

McCaffree, Mary Jane and Pauline Innis., Protocol The Complete Handbook
of Diplomatic, Official, and Social Usage. Englewood Cliffs:
Prentice-Hall Inc. 1977,

Radlovic, I Monte. Etiquette and Protocol - A Handbook of Conduct in
American and International Circle. New York: Harcourt, Brace,
1959,

Swartz, Oretha D. Service ltiquette. 3d ed. Amnapolis, Md.: United
States Naval Institute, 1977.

Wier, Ester and Hickey, Dorot!; Coffin. The Answer Book on Air Force
Social Customs. Harrisburg, Pennsylvania: The Stackpole Company,
1959.

Wood, John R. an! Serres, Jean. Diplomatic Ceremonial and Protocol.
New York: Columbia University Press, 1970.

U. S. Department of the Alr Force Publications

U. S. Department of the Air Force. Social Protocol Stationary. AF
Regulation 7-4. Washington D.C.: Government Printing Office,
April 1985.

U. S. Department of the Air Force. Preparing Written Communications.
AF Regulation 10-1. Washingcon D.C.: Government Printing Office,
March 1985.




3
AL
A

o
-

AL DL

ey L
-

o

5
,

PR OR

nIAIF
=

AENVMOTT 7 UNTIL S T TN

CONTINUED

11.

12.

13.

14'

17.

18.

19.

20,

21,

sty

U, S. Department of the Alr Force. Air Force Relations with Congress.

AF Regulation 11-7. Washington D.C.: Government Printing Offlce,
December 1983,

U. S. Department of the Air Force. Contingency Funds - Miscellaneous
Current Expenses. AF Regulation 11-16. Waghington D.C,:
Government Printing Office, November 1680,

U, S. Department of the Air TForce. Guide to Conducting Foreign
Distinguished Visitor Tours. AF Pamphlet 11-17, Washington D.C.:
Government Printing Office, October 1976.

U. S. Department of the Air Force. Distribution of the Congressional

Directory. AF Regulation 11-33, Washington D.C.,: Government
Printing Office, November 1974.

U. S, Department of the Alyr Force., Air Force Standards., AF Regulacion
30-1, Washington D.C.: Government Printing Office, May 1983.

U. S. Department of the Air Yorce. Gulde for an Alr Ferce Dining-In.

AF Pamphlet 30-6. Washington D.C.: Government Printing Office,
August 1983,

U. S. Department of the Air Force. Physical Evaluvation for Retentlon,
Retirement, aud Separaticn, AF Regulation 35-4. Washington D.C.:
Government Printing Office, September 1980.

U. S. Department of the Air Force. Service Retirements. AF Regulation

35~7, Washington D.C.: Government Priuting Office, September
1981,

U. S. Department of the Ailr Force. Dress and Personal Appesrance of
Alr Force Personnel. AF Regulation 35~10. Washington D.C.
Government Printing Office, September 1983.

U. S. Department of the Air Force. Air Force Rank, Precedence, and

Command . A¥ Regulation 35~54, Washington D.C.: Government,
Printing Office, September 1981.

U. S. Department of the Alr Force. Drill and Ceremonies. AF

Regulation 50-~14. Washington D.C.: Governmment Priuniing Office,
April 1985,

119




tald RS I A A DB A it SN BN AN g DA AN A O LR 2 o\ G o ATR R S i Ala 3y L)

CONTINUED —

Y 22, U. S. Department of the Air Force. Mortuary Affairs. AF Regulation ,_
N 143-1, Washington D.C.: Government Printing Office, November v
\ 1980. :

b
:— 23, U. 8. Department of the Air Force. State Official and Special Military N
32 Funerals. AF Manual 143-2. Washington D.C.: Government Printing

Of fice, December 1965,

X
£y 24, U. S. Department of the Air Force. Nonappropriated Fund ~ Basic
?5 Responsibilities, Policies, and Practices, AF Regulation 176-1,
é; Washington D.C.: Government Frinting Office, September 1983.
"
R 25. U, S. Department of the Air Force. Air Force Open Mess Program. AF
P Regulation 215-11, Washington D.C.: Government Printing Office,
- June 1985,
W
hg 26. U. S. Department of the Air Force. Guide to Air Force Protocol. AF
g Pamphlet 900-i. Washington D.C.: Government Printing Office,
\ Reprinted November, 1978 with Chg 1.
:ﬁ; 27, U. S. Department of the Air Force. Department of the Air Force Seal,
B Organizational Emblems, Use and Display of Flags, Guidons,
55% Streamers, and Automobile and Aircraft Plates, AF Regulation
o 900-3. Washington D.C.: Government Printing Office, March 198S.
’i« 28, U. 8. Department of the Alr Force. Service Flag and Lapel Button. AF
*) Regulation 900-5. Washington D.C.: Government Printing Office,
3
\l
Jok 29, U. S. Department of the Air Force. Honors and Ceremonies Accorded
2l Distinguished Persons. AF Regulation 900-6, Washington D.C.:
2{\ Government Printing Office, December 1965.
e
:ﬁ 30. U, S. Department of the Air Force. Representation st Official
e Functions in Homor of or Sponsored by Foreign Nationals. AF
-1 Regulation 900-15. Washington D.C.: Government Printing Office,
X May 1985.
-fﬁ 31. U. S. Department of the A.c¢ Force. Decorations, Service, and
"o Achlevement Awards, Unit Awards, Special Badges, and Devices. AF
o Regulation 900-48., Washington D.C.: Government Printing Office,
= March 1982,
e
T
NS 120
:‘-:.»‘
2
P b

Y P R R I N G L R RO St
RERE A SRR '.,(,\f.’! ML+ 7 S At Tt I’\“‘- "r“"",\-p" RS ‘\ Cu™ Nv)‘




oA

- 'al AR SIAY : - VM G KA WA R
ul PO O WINCER P TRV LT RAW SON Wat Ha¥ ah s av a¥ bl RN R AN AR TR R R VI VRARAYRURY [Va RVA RVa VA REA R A SRR AV AEa A0 ] VAR TRRCAR VAR Vol R R AR Wl Bl T
TAPTECRI TR,

T

CONTINUED T

L. Y e D

Offfclal Documents

8 g

32. Baginsky, Vincent J. Handbook for Air Force Dining-in. Maxwell AIB:
Alr Command and Starf college Research Report #0130-81, 1981,

LB

33, Benbough, Robert B, USAF Protocol Information Handbook. Maxwell ATFB: ;

3 Air Command and Statf College Research Report, May 1969.

§ 34, Carr, Patrick J. Protocol Cerewmonies and Customs ~ An Air Force

N Officexr's Handbook. Maxwell AFB: Alr Command and Staff College

3 Research Report #83-0360.

= ]
2 35, Epting, James R, Handbook for the General Officer Aide-de-Camp.

by Maxwell AFB: Air Command and Staff College Research Report

e #82-0770,

i
Lad
&

« Seck, Frederdick B. II. Filaoning Guide for Formal Evening Functions.

Maxwell AlB: Alr Command and Staff College Research Report
#1010--78,

37. Steininger, Warren L, Basic Protocol Guidelines. Maxwell AI'B: Air
Command and Staff College Research Report, May 1574,

38. Stouffer, Joyce K. Protocol Handbook. Maxwell AFB: Aix Command and
Staff College Research Report #85-2645,

(9]
()

Weise, Edward W, Walk to the Left - A Handbook for Alr TForce Aldes.

Maxwell APB: Alr Command and Staff College Research Report.
1945-1981,

Other Sources

40, Air Training Command Pamphlet, Protocol Primer. Undated. ?

41, OPNAVINST 1710.7 Social Usape aund Protocel Handbook.

Vashingron DG:
Office of the Chief of Naval Operations, 1979,

42, Watson, Norman L. Au Unofficial Handbook in Aix Force Protocol.

May,
1983.

R P DS MRS AU AA

r
»

121

L]
P v

¥ ¥V
o

PxNak

- .- Lt N . T - L GO LR C UL P R Y
5, ATt U W e WA A T L 1 RPN L N RNG MRS ST SV R e va RN B SRV G AU AT LRI LA A \ A~

>



